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PREFACE 


Rowe Shorthand has been known since its first publication in 
1888 as New Rapid Shorthand. The title was changed as it ap- 
pears in this book for the following reasons: (a) the agreement at 
the time the title to the copyright was purchased by the present 
publisher does not permit the use of the author’s name (Mr. 
McKee) in the title, (b) the word ‘‘New” in the title is no longer 
appropriate in connection with a system that has been in constant 
use for considerably more than a quarter of a century, and (c) 
it is obvious that since rapidity is claimed for all systems, the 
word “Rapid” in the old title now has no special significance. 
For these reasons it seemed preferable to identify the present 
text with the name of the house publishing it. 

In his preface written in 1889 the author says, ‘‘No apology 
need be offered for the appearance of the present work. The his- 
tory of the past proves that a system of brief writing has been the 
demand of the ages. That this demand still exists is too obvious 
to need assertion. When we realize what a small percentage of 
the multitudes who yearly take up the study of shorthand make a 
success of it, we begin to see the need of improvement in this line 
of human achievement. This recognized necessity for a simple, 
practical system of brief writing—one that can be learned and put 
into daily use by the masses, without devoting years of study and 
practice to this one study alone—is what inspired the author in 
his efforts to develop the present system.”’ 

In his Introduction in the same text he says, ‘“‘What the world 
is demanding today is a system that can be easily learned, is as 
legible as print, and can be written rapidly. Illegibility has been 
the most glaring defect of all systems of shorthand writing. This 
great deficiency together with others, so painfully realized by the 
author in past years, accounts for the existence of New Rapid 


Shorthand.” 
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These statements show how clearly the author understood what 
he wished to accomplish in inventing a system of shorthand. 

But he wrought better than he knew. It was not permitted that 
he should see or perhaps realize the wonderful possibilities of the 
system he created—a system so perfect in the basic elements of 
its construction that its alphabet and principles stand today sub- 
stantially as he left them. Copyright difficulties, which in no way 
reflected upon his originality or integrity as an author, caused him 
to abandon this system for another which occupied his attention 
thereafter. 

It was left to others to discover the latent possibilities of the 
system. These discoveries finally led to some distinctly original 
applications of the principles of the system, particularly in utiliz- 
ing their unusual powers for giving expression to the phonic ele- 
ments of language structure. 

Perhaps the most gifted exponent of these discoveries, as well 
as of the entire system as it is herein set forth, is Mr. B. W. Parker, 
who originated most of the changes to which reference has been 
made. His long experience, beginning as a student of Mr. McKee 
and continuing for a period of something over twenty-five years as 
a teacher and writer of the system, as well as his familiarity with 
other shorthand systems, gives him an authoritative position in 
the shorthand world. Perhaps some of the pedagogic treatment 
in the arrangement of the text and particularly the simplicity of 
the language used in describing and differentiating between the 
associated sound elements of consonants may be properly ac- 
credited to the editor, who is the writer of this preface. 

Teachers and writers of shorthand cannot peruse the following 
pages very far without discovering many features dealing with 
the structural sounds of our language which have not heretofore 
been considered in connection with any shorthand system, that 
are bound to have far reaching effects in all future efforts that are 
directed towards perfecting the art of shorthand writing. These 
features cannot fail to command the attention of thoughtful teach- 
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ers, particularly those who have given some study to word struc- 
ture and the essential sound elements necessary in giving utterance 
to human speech. ~ 

It should be remembered that Rowe Shorthand is no experi- 
ment. Originally the work of a remarkable genius in shorthand 
creation, it has been refined in the crucible of experience at the 
hands of those who are masters of the subject. Since its first 
publication the system has been continually under the hammer of 
a searching criticism that was intended to finally produce the best 
and most nearly perfect system of shorthand that could be in- 
vented. Its quality which, we believe, fully justifies the strong 
claims we make for it, will be quickly discovered by any one who 
will take the trouble to investigate it. 


ROWE SHORTHAND 
A STATEMENT OF WHAT ROWE SHORTHAND Is, 


WHICH SHOULD BE READ AND STUDIED BEFORE PROCEEDING WITH 
LESSON ONE 


Rowe shorthand is composed of an alphabet of forty-three 
characters, with two principles and forty rules which direct their 
use in the art of shorthand writing. The first principle is that of 
vowelization; the second is that of syllable extension. This alpha- 
bet and these principles and rules combine with such perfect har- 
mony and accuracy in recording sounds and their combinations as 
they occur in their natural order in words, phrases, etc., as to con- 
stitute a system of shorthand that is scientific in its construction 
and application, is as legible as print and that can be written as 
rapidly as the language can be spoken. 

The system is so complete in its alphabetic expression of ele- 
mental sounds and so adequate in its expression of combinations 
of sounds under the rules based upon its principles, that the same 
words are always written with the same outlines by all writers of 
the system with no exception to principles and no variation in 
rules. 

The alphabet of Rowe Shorthand is composed of simple charac- 
ters that are easily joined and capable of being written at great 
speed, with a separate character for each elemental sound in the 
language. ‘Those characters that may be written and joined with 
the greatest ease are used to represent the most frequently occur- 
ring sounds in order to secure the greatest speed and legibility in 
writing combinations of sounds using connected outlines, whether 
found in words, phrases or sentences. The characters of the al- 
phabet are so arranged as to lend themselves readily in forming 
outlines that represent syllables, so that every stroke that is made 
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is one of complete syllabic expression, thus establishing the system 
as purely phonetic. 

The complete alphabet is shown on page 57, but since its char- 
acters are introduced in their order in the various lessons in con- 
nection with the principles and rules involved in their application, 
reference to it at this time is unnecessary. 

The principles and rules of Rowe Shorthand are simple and 
clear in statement, direct and absolute in their application, free 
from exceptions and always produce like outlines. Their appli- 
cations are amply illustrated in exercises throughout the text. 

Such a series of principles and rules is possible only when the 
alphabet of the system is facile, complete and scientific in its rep- 
resentation of the elemental sounds of speech. ‘The principles are 
so scientifically developed in the rules that the extension of outlines 
following primary syllables, for additional syllables, words or 
phrases, are always written according to principle and without any 
departure from the rules laid down. ‘There is never any depar- 
ture from these principles and rules. For this reason there is little 
use for arbitrary word signs, of which there are Jess than one hun- 
dred in the entire system. 

Vowelization. In Rowe Shorthand vowels are indicated in two 
ways: (1), 7m those words beginning with a consonant, by writing 
the character representing the beginning consonant sound on the 
position assigned to the first sounded vowel following the conso- 
nant, and (2), by writing vowel characters for initial vowels, pre- 
fixes, suffixes, and vowel words, i.e., words in which the only 
sounded vowel is the initial vowel. 

Since the value of any shorthand system 7s largely determined 
by the extent to which it definitely expresses vowel sounds, some fuller 
consideration of this important feature seems appropriate at this 
point. 

Vowelization, or the representation of the sounds of vowels in 
words, has been one of the greatest difficulties with which authors 
of shorthand systems have had to contend. 


ROWE SHORTHAND ii 


Vowels are usually indicated by the ‘‘vowel position” method 
or by the “connective vowel” method. The method used in 
Rowe Shorthand is indicated in the third paragraph above, al- 
though its position method is materially and radically different 
from that method as exemplified in other systems. 

Rowe Shorthand was the first known system to adopt an efficient 
method of arranging the vowels in their natural alphabetic order, 
i.e, as they occur in the English alphabet. Each vowel is as- 
signed but one position, and the principle of vowelization definitely 
and certainly reveals the place it occupies in the word. There is 
no opportunity for confusion. Both in theory and practice this’ 
method works out definitely and with absolute certainty. 

It is this method of vowelization, combined with the scientific 
assignment of the alphabetic characters to represent the various 
sounds used in speech, that makes possible the powerful contract- 
ing principles through which such a remarkable degree of brevity 
in outlining is secured without sacrifice of legibility. 

The position method of vowelization as exemplified in Rowe 
Shorthand is the only known method that does not compel illogi- 
cal abbreviations and the dropping of vowels in the later efforts 
to develop speed and efficiency in writing. As word outlines are 
first learned by the student, so are they retained throughout his 
course of study, and his final writing effort is in exact harmony, 
and in strict accordance with his initial effort. 

Much prejudicé and unjust criticism exists in the minds of 
some shorthand teachers and writers with regard to indicating 
vowels by position, caused, no doubt, by the complex and uncer- 
tain manner of using this method in some of the best known sys- 
tems of phonography, which assign from four to six different vowel 
sounds to the same position. For example, a consonant stroke, 
written on what is called the “first position” in these systems, 
might express “broad a,” “long e,” “short i,” ‘short 0,” “long i,” 
or “oi,” hence, in writing, the context must necessarily determine 
which one of these five or six different vowel sounds is to be used, 
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and further, the context must determine the position the vowel 
occupies in the word, for in most instances there is nothing to 
show whether the word begins with a vowel or a consonant, or 
where the vowel is to be located. Another result of such indefinite 
and uncertain methods of indicating vowels is that a half dozen 
words are frequently expressed by the same outline on the same 
position. 

There can be no question of the superiority of the position _ 
method over the connective vowel method, for the reason that 
to express all vowels by circles and loops requires outlines too long 
to be written with sufficient speed to meet the requirements of 
practical shorthand writing. This is proven by the fact that all 
connective vowel systems are replete with later instructions to 
omit vowels and to make arbitrary contractions that leave the 
student practically without direction and resolves such systems 
into little more than systems of word signs. 

In Rowe Shorthand that which the student learns in the begin- 
ning he carries into practice throughout his course. Not a single 
word form is taught in any part of his work that is changed later 
on and this arrangement has been made possible by a perfect 
method of vowelization. 

Thus it will be seen that the high efficiency of Rowe Shorthand 
is the result of its scientific construction as exhibited— 

(a) In the assignment of sound values to the characters of its 
alphabet, 

(b) In its method of vowelization, and 

(c) In the formulation of its rules so that they conform in 
every particular with the requirements of the language written, 
and provide adequately for every contingency that would inter- 
fere with recording speech at great speed and with perfect accuracy 
and entire legibility. 
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THE STRUCTURAL BASIS OF THE ALPHABET 


The characters of the alphabet are formed from straight and 
curved lines, which are written in three main directions; namely, 
horizontally, slanting upward and slanting dewnward, as illustrated 
in the following: 


ILLUSTRATION 1. 


Sa 
horizontal slanting upward slanting downward 


From the following illustration it will be seen that the lines in 
the preceding illustration are taken from an ellipse; that is, the 
curved lines are, as in longhand, parts of ellipses, and the straight 
lines conform in length and direction to a single straight line 
cutting the ellipses in half, vertically and lengthwise: 


ILLUSTRATION 2. 
& £2. Se eeaes 
a 
In illustration 3 on the next page it will be seen that the straight 
lines have been divided into three lengths designated as short, me- 
dium and Jong and that in illustration 4 the curved lines have been 
divided into two lengths designated as medium and long, while in 
illustration 5 both straight and curved lines have been used in form- 
ing small loops and circles. It is from these straight and curved 
lines, loopsand circles that the alphabet is constructed by designat- 
ing each one of them to represent a certain elemental sound of the 
language. It is only through a scientific assignment of elemental 


sounds that like structural formations of characters can be cov- 
ered by like principles. 
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Rowe Shorthand is the only system that can lay claim to a sci- 
entific assignment of sound values to its alphabetic characters that 
results in easy joinings and brief legible outlines which embody all 
the important sounds of words. Some of these assignments of 
sounds are indicated in the third illustration. The sound assigned 
to each of the straight and curved lines in the first two illustrations 
will be indicated to the student as he proceeds further in his study 
of the system. They are shown in the alphabet on page 57. 


ILttustRaTION 3—SrraicuT LINEs. 


~ | Zi < short 


LE as SN. << medium 


eas at; ee <— long 


ILLUSTRATION 4—CuRVED LINEs. 
oe a 


Vga ee 


< long 


<— medium 


<— medium 


ae 
4 
ee <— long 


ItLustration 5—Loop CHARACTERS. 


LESSON ONE—PRELIMINARY INSTRUCTION 


SOME IMPORTANT INFORMATION AND A BRIEF ANALYSIS OF CON- 
SONANT SOUNDS AND THEIR USES IN SHORTHAND WRITING, FOR 
THE CONSIDERATION OF THE STUDENT BEGINNING THE STUDY 
OF ROWE SHORTHAND. 


1. Shorthand differs from longhand. Writing words in short- 
hand, using the characters of the shorthand alphabet, is different 
in many respects from writing words in longhand, using the Jetters 
of the English alphabet. Some understanding of these differences 
should be had before taking up a study of the principles of Rowe 
Shorthand. 

2. Sounds used singly and sounds used in groups. In long- 
hand each consonant and vowel sound of which a word is com- 
posed is represented by a letter or a combination of letters taken 
from the alphabet, each sound being expressed singly. From these 
letters, syllables and words are formed. In shorthand writing 
these sounds are not expressed singly, but in groups, forming sylla- 
bles and words, which are expressed in shorthand characters of 
great brevity and legibility—a single character frequently express- 
ing all the sounds in the entire word. 

3. The reason for shorthand. In longhand the writer is com- 
pelled to write every letter of a word while the speaker pronounces 
only the syllables of a word which are often composed of a number 
of letters, therefore, while the speaker as a rule makes but one ef- 
fort in uttering a single syllable, the longhand writer is forced to 
make as many efforts as there are letters in the syllable. To make 
this difference clear, for example, in uttering the syllable “preach,” 
the speaker makes but one effort for the entire syllable, while the 
longhand writer is required to make six efforts, one for each letter. 
Shorthand was invented to make it possible for the writer to keep 
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pace with the utterances of the speaker. This can be accom- 
plished only by a perfect co-ordination of the mental and man- 
ual processes, and the possibilities for such a co-ordination must 
be provided for in the system of shorthand itself. 

4. Shorthand is not a system of spelling. For the reason 
stated above, in no instance does a shorthand writer spell while 
forming his shorthand outlines, but instead he uses his shorthand 
characters to express the unity of sounds: contained in distinct syl- 
lables, and expresses the sounds entering into each syllable by a 
minimum effort of stroke. This requires a shorthand alphabet in 
which each elemental unit of sound is represented and it also re- 
quires an intimate knowledge of phonics, i.e., the science of sound. 

5. Consonant sounds. In shorthand writing it is necessary to 
acquire an intimate knowledge of phonics by a careful analysis of 
each consonant, so that the different elements of sound contained 
in it may be clearly ascertained and understood. In consonants 
we have two associated sound elements, one being the vowel, or voice 
sound of a consonant, and the other being that portion of sound that 
remains after taking away the vowelsound. That portion of sound 
that remains after taking away the vowel sound is an obstructed 
sound that cannot be given complete utterance in naming the con- 
sonant, without the use of the voice sound. It is this remaining 
portion of sound in a given consonant that is the true consonant 
sound made use of in speech and in shorthand writing, and that is 
represented by the alphabetic character to which it is assigned— 
it is the used sound element of the consonant, the voice element 
being dropped. These used elemental sounds of consonants, 
therefore, are factors of the utmost importance in applying the 
principles of this system of shorthand. 

6. Elemental sounds of consonants. Since it is of first impor- 
tance to distinguish between the two associated sound elements of 
consonants, so that the used element may be separated from the 
unused, it is necessary to analyze each consonant separately. Let 
us consider the consonant f. In speaking the letter f we begin 
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with the voice sound eh which is equivalent to the short sound of 
e (é). This sound is followed by the whispered sound formed by 
expelling the breath between the upper teeth and lower lip. This 
whispered sound is the equivalent of the sotind of fk uttered with- 
out any voice element. It is that sound of f which is expressed 
before the vowel ain fate. This whispered sound is the used sound 
element of the consonant fin shorthand writing, and is represented 
by the character f of the alphabet. On the other hand, in such 
letters as k and v, the whispered sound precedes the voice sound. 
Lists of those consonants in which the voice sound follows the used 
consonant sound, and those consonants in which the voice sound 
precedes the used consonant sound, are given in 6c. 

6a. From this it will be seen that when we speak of “elemental 
sounds of consonants” we refer (a) to the unvoiced sounds of con- 
sonants that are left after the vowel sounds that precede or follow 
them are eliminated, and (b) that these unvoiced sounds are the 
used sounds of consonants employed in speech and in writing short- 
hand, and (c) that these used sounds, and not the voiced sounds, 
are the sounds represented by the consonants of the shorthand 
alphabet. It is by associating these used consonant sounds with 
the vowel sounds indicated by position, that we obtain “the unity 
of sounds contained in distinct syllables,” as stated in 4, and 
from which are formed those groups of “sounds that result in syl- 
lables,” as stated in 9/2. Consequently, in ascertaining the used 
sounds of consonants, the student also acquires material for the 
construction of syllables, so that in his outlines the shorthand char- 
acters finally represent syllable formations; i.e., syllables or words. 

6b. To accurately ascertain that portion of sound that remains 
after taking away the vowel sound, the student should, in pro- 
nouncing consonants, note distinctly the unvoiced element of sound 
which is useful to him, and disregard the useless vowel sound that, 
separated from the useful sound, ceases to be of value from a 
shorthand standpoint. This will give him command of those ele- 
mental consonant sounds necessary to form the distinct syllables 
referred to in 4/4. 
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6c. It will be observed that in letters like f and % the voice sound 
precedes the used consonant sound, while in letters like v and & the 
voice sound follows the used consonant sound. Those consonants 
in which the voice sound follows the used consonant sound are 
b,c, d, g,j, k, p, g, t, v and z. Those consonants in which the 
voice sound precedes the used consonant sound are f, hk, /, m, n, 
r, s and x. Of these, some small portion of the voice sound 
is retained in expressing the used consonant sound in 7, /, m, and 
n. X when used as an initial consonant sound always retains its 
voice sound element; when medial or final, the voice element is 
eliminated the same as in other used consonant sounds. 

6d. Importance of consonants in word construction. The 
words of our language are composed, largely, of consonants—in 
fact, the consonants are the prime factors of speech. The chief 
function of the vowels is to assist articulation by bridging between 
consonant sounds. A knowledge of the used sounds of consonants 
enables one to readily determine the word represented by their 
correct combinations, even when no vowel is present. The stu- 
dent should know the used sound element of each consonant, and 
he should think in syllables composed of these sound elements. 
A thorough mastery of the used sounds of consonants is of the 
utmost importance to the learner and the writer of shorthand. 

A valuable exercise for learning the used sounds of consonants 
is found on page 156. 


LESSON ONE 


ASSIGNMENT OF USED CONSONANT SOUNDS TO THE SHORT 
CHARACTERS 


7. The characters of the alphabet, as shown in illustrations 3, 
4 and 5, page 10, are arranged in four classes, known as short, 
medium, long and loop characters. In this lesson the short charac- 
ters will be considered. 

8. Short characters. These are the shortest strokes of the al- 
phabet. They are usually written downward, but may be written 
upward when necessary to effect an easy joining. The characters 
and the sounds assigned to them are as follows: 


r ch t tr 


\ | Wife 4 


Before practicing these characters, carefully read paragraphs 5 
to 6d inclusive, pages 12, 13 and 14, and ascertain the used conso- 
nant sound of each. 

(a2) The used sound of ¢ closely resembles the Peto of er as 
heard in the word flower, flow-er. 

(6) The used sound of ch (pronounced cha), is the sound of ch 
in the word church, ch-ur-ch. 

(c) The used sound of ¢ is the sound of ¢ in the words, teach, 
t-each, and hat, ha-t. 

(d) The used sound of ¢r (pronounced ter), is the sound of ér 
in the word train, tr-ain. The / is a shaded stroke. 

EXERCISE 1. Practice these characters one at a time, filling at 
least one page of your note-book with your practice of each. 
Make them as short as possible, and be careful to fix in mind the 
direction in which each character is made. Pronounce the used 
sound of the character as you write it. Hold your pencil loosely, 
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and form the habit of writing each character accurately, posi- 
tively and rapidly. Continue to do this throughout your 
course. 

9. Vowelization. A majority of the words of our language be- 
gin with a consonant sound which is immediately followed by a 
vowel sound. ‘Therefore, in this system, this vowel sound is indi- 
cated by the position on which the consonant is written. As there are 
five vowels, a, e, 2, 0, and #, there are five vowel positions, as shown 
in their alphabetic order in the following ilustration: 


a e 


e) u 


Observe that the 7 position is the line, while the positions of the 
other vowels are the spaces indicated above and below the line. 

10. In this system of shorthand the first duty assigned to every 
alphabetic consonant is to require a vowel sound to follow immedi- 
ately after it for the purpose of forming a primary syllable, i.e., 
primary syllables are formed by writing alphabetic consonants on 
the vowel positions. It follows, therefore, that the vowel indicated 
by the position of the first alphabetically written consonant is 
always read immediately after that consonant. 

“Primary syllable” is a term used to designate the most impor- 
tant syllable in the construction of a shorthand outline. The term 
is only applied to those syllables that are formed by writing alpha- 
betic consonants on vowel positions. 

11. From the statements in paragraphs 9 and 10, we derive the 
following rule: 

Rule 1. In those words beginning with a consonant sound that 
as represented by a character of the alphabet, write the character 
representing the beginning consonant sound on the position as- 
signed to the first sounded vowel following the consonant. 
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EXERCISE 2. As the following primary syllables form’the bases 
of all words beginning with the consonant sounds assigned to the 
short characters, they should be practiced according to Rule 1 un- 
til they are thoroughly learned. As you write an alphabetic 
consonant on a vowel position, pronounce the used sound of the 
consonant and the vowel sound as a complete syllable. Do not 
spell. Fill at least four pages of your note-book with your prac- 
tice of these syllables. Do not use much space above and below 
the line to distinguish between the vowels that are indicated by 
these positions—keep close to the line. 


ee eee ee ag 2 gr a te he acai oa aR Se a 
cha Che a2) ae XS et Steere See eee “peaeenpoee 
a one caer PO Looe ee to--- cael ie aa 
aoe 1S yee ae eer hs poe Me a ee ae Sis =o 


Tra toe  - - - - - - - - - - - a a a ee ee ne 
Ft ee ee ee eR es Nae NR ool See ree 
ti ~ fon nf === =~ =f === fe = “f= off ~~ =f >= f= f= == 


tro CE TA ET kOe Pee fal Pa fC EO ER Za 
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12. Extension of primary syllables. In many instances the 
primary syllable is a complete word—in others it constitutes only 
the first sound of a word. In either case, the addition of other 
- sounds to the primary syllable outline results in other syllables or 
words. This is known as the extension of the primary syllable. 


There are two methods of extending primary syllables. Under 
the first method, some character (either alphabetic or expedient) 
is joined to the primary syllable outline. The second method is 
explained later in 436. 


EXERCISE 3. Practice exercises 3 and 4 until you can write 
each word readily, filling at least one-fourth page of your note- 
book with the practice of each word. Then cover the shorthand 
outlines and write the words from your knowledge of the princi- 
ples. Always read and reread everything you write. Do not spell 
while outlining, but pronounce the words as you write them, em- 
ploying the used sounds of the consonants composing the outlines. 
Note that the outline for the primary syllable, as practiced in the 
previous exercise, is retained. 


rate, rat peers ees farers | 4) ee meee ORES 
write, writ oma tant tire 6.) Maes <= 
wrote, rot Ba ae te tore eee ores 
reach eee eee tour.) “4. 7 4338 eee 
rich eee teach wan f---=- 
roach eieceeeseass “touch | f= see tees Fe 
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Rule 2. Write the ¢ and ¢r upward after ¢, ér, and ch. 
EXERCISE 4. Practice as instructed in exercise 3. 


tight = = ----. PA Natit SO Ee by etek 2! 
trait Teas ae Cheat ne eh eee Wee ee 
treat ee A oe chat : jg oe 


13. Word-signs. Any shorthand outline from which one or 
more of the important sounds of the word are omitted, or any sym- 
bol that is arbitrarily used to suggest a word, is a word-sign. So 
brief are the outlines formed by an application of the rules of this 
system that very few word-signs are used. The ones that are 
given, however, are essential to rapid writing and must be thor- 
oughly memorized. 

Tt will be observed that where two or more words are repre- 
sented by one sign, they are such words as cannot be used inter- 
changeably in a sentence. The symbol employed for the word- 
sign is usually the one that represents the prime consonant fac- 
tor of the word; for instance, ¢ is the prime consonant factor of at 
and zt, therefore, the ¢ stroke is used as a sign for: these words. 
Read paragraph 6d, page 14. 

EXERCISE 5. Memorize the following word-signs. Practice 
the phrases until you can make them accurately and rapidly. 
Throughout your course you must devote some time each day to 
the practice of word-signs and phrases. 


igen | Ee eas eee owe, owed, owing ------ s----> 
on,own, only _~—_—------ SEES Give 0 eae eee 
CCM 8 8 Seson ee Ae pidatvelgic yf ee jeer 
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At atok ae eee ee ite Snccoe Pana 
14. Phrasing. Phrasing means the representation of two or 
more words by one outline. This may be done by merely joining 
the outlines, or by the use of modifying rules. Thoroughly memo- 
rize and put into practice such phrases as are given. 
EXERCISE 6. 
Bynichsafe: ' aes 4i----- at it (eed eee 


SuUchRaTes). a. py eee ee (dora 28 ye ee eee 


OM ME; GMO ee ae Oyyialinyes WO) eee yo--- 


LESSON TWO 


- 


ASSIGNMENT OF SOUNDS TO THE MEDIUM CHARACTERS 


15. Medium characters. The medium characters are double 
the length of the short characters, as shown in illustrations 3, 4 and 
5, page 10. The medium characters and the sounds assigned 
to them are as follows: 


Perit gent eek kr aoe au d Sidi aaa Ue Oe © 
Nn Se PoE ae fA OS TRS 
Horizontal Up Downward 


These characters are written in the directions indicated in the 
illustration. Before practicing them, determine the used sound 
of each consonant in this group, as instructed in paragraphs 5 to 
6d inclusive. The fr, kr and dr are shaded strokes. 

Vowel characters are employed (a) in writing words that begin 
or end with a vowel, (6) in writing vowel words, i.e., words in 
which the only sounded vowel is initial, and (c) to, express pre- 
fixes and suffixes. These characters are written independent of 
vowel position. Those introduced in this lesson are a, 7, au, u, 0 
and e. When joining them to other characters the a, 7, au, and 
o may be written either upward or downward, but the e and u 
are always written downward. 

EXERCISE 7. Practice these characters one at a time, filling at 
least one page of your note-book with the practice of each one. 
After memorizing them, practice writing on the vowel positions 
those characters representing consonant sounds, thus forming 
primary syllables in accordance with Rule 1. (Read and study 
carefully §9 and 10). 
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16. Extension of primary syllables. These syllables are extended 
by joining other consonants to the characters that form the pri- 
mary syllables. In this connection, it will be observed that the d, 
dr, 7 and o are identical in form with ¢, iv, ch and r, the only dis- 
tinction being that of length, which distinction must always be 
observed. 


EXERCISE 8. Practice this exercise and exercise 9 by writing 
each outline a sufficient number of times to fill at least one-fourth 
page of your note-book. Be careful to observe the difference in 
the lengths of the short and medium characters when joining them. 
After completing your practice, test your knowledge by covering 
the shorthand characters in the exercise and writing the outline 
for each word. Compare your outlines with those shown in the 
exercise. If you have written any of them incorrectly, study the 
rules that govern their formation, and again practice them until 
those rules are thoroughly fixed in your mind. 


mate, mat foo ECR crate deep i 

might, mit messy ees- Catch | wc. eal bore 

mute * sewn = == == reed: Seas 
a er creed “y 

matter See ee crude® = =") © Vee. eee 
rh 

WQUGie = oY) «+ coe eee ditch. 9" =< 1) Cee hoe 
= c 

dare eee: midges i+ |) © Sie oee ) arene 

door ae oes dredge a é- 28 

Cate) beeee een CTUCZ6 5 |) A) a eee 
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Rule 3. Like the ¢ and?r, the d and dr are written upward after 
- t,tr,chandj. J is written upward after e. 
EXERCISE 9. Practice as instructed in exercise 8. 


- 


ticd@a ae bee See trod ee a ane 
(Odd sg | | ee ee Cige EERE Es 
trade Pe [OC ee Be ee eh S 
. 
(enene = OT ees Cee, edge) eae sae: 


17. Other vowel sounds. In the preceding exercises only the 
long and short sounds of the vowels have been illustrated. There 
are other sounds of the vowels, however, which must be learned 
and used in your practice of shorthand, as any sound of a vowel 
may be expressed by writing a consonant on the position of that 
vowel. 

It is not necessary to make use of any mark to distinguish be- 
tween the simple vowel sounds of a given position, as the context 
will readily determine which sound is called for. However, the 
diphthongal, or combined vowel sounds, are marked as shown in 
the exercise following Rule 4. 

The sounds given to the different positions are as follows: 


A position: E, position: I position: 
a as in came é as in méat i as in file 
a as in cam é as in mét Yas in fill 

ah as in calm oi as in foil 
au as in cause 
O position: U position: 
6 asin load ew as in new 
6 as in lot u as in ntt 
ou as in loud 00 as in nook 


60 as in noon 
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Rule 4. The au, oi and ou sounds of the a,z and o positions are 
distinguished from the other sounds of these positions by placing a 
dot near the body of the word. The dot may be written at any 
point relative to the outline that is convenient for the writer, ex- 
cept immediately before or after the outline. 

EXERCISE 10. Commit to memory the different sounds of each 
vowel, as given in 917. Practice writing on the vowel positions 
all the consonants of the alphabet that have been given, forming 
and pronouncing as many syllables as there are vowel sounds, as 
per the following illustration: 


fa fi fah faw, fe fth, fi fh foi, 


me ae eee a ee ee ie ee amo - - - —- FD oem | - - - ooo - - -  e 
foe £6 fou, few ft £00 £00 
Soe SoC E AGN eB eA oe ah Oe 


Continue this practice until you can write any syllable thus formed 
without the slightest hesitation. Then practice the following 
exercise according to instructions given in previous exercises. 


awe te) i), (me emee see e it ens TOV es eg pone 
fousht) 3) | a ee ia? eet coy See 
Caught ee) eee ry LOWCE SY aes 

¢ 
Wrought. § pees Seen cower ween ee: 
toy trout 


18. Word-signs. 


EXERCISE 11. 
instructions given in Lesson 1. 
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The circle and loop, used for as, all, etc., 
are expedients; that is, they do not belong to the alphabet, but 
sounds are assigned to them according to the way they are used. 
At this point, they should be learned for the words they symbolize 
and joined to other characters as indicated by the illustrations. 


Practice the following word-signs according to 
You must thoroughly memorize 


the word-signs in order to use them to the best advantage. 


a, an, and 
up or down 


half 
if 
for 


shaded 


character 
one 


order-ed 

shaded 
change-ed 
charge-ed 

shaded 
judge-ed 
church 

shaded 
of, off 


or 
shaded 


Peau Bany, cod 
e, shortened 
tae Sa sever, CVeLy 
e, shaded 
oe ae ee after 


a, down, shaded 


Aes Js Bao=--- Ou, your 
= a upon 
u, shortened 

aes Leet) GAS 
te ae is, his 
be eae us 
Es he all 
gle Ae ee will 

] 
ates Oe will you 

y 
PN tet ask-ed 
terayne nee Dear Sir 
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19. Phrases. The slight retracing used on the under side of 


characters to express the is explained in Lesson 10. 


EXERCISE 12. Practice as previously instructed. 


each of 

each of us, his 
each of which 
which is 

such as, is 
such as are 
any of 

one of 

one or 

or to 

all of 

all of his, us 
all is 

all will 


all are 


as you 


aaa ae as you do 
~---7------ as if 
Saar to do 
w---- teres today 
--------- every day 
@ position 
Sane Q ene any day 
a position 
BEL eats every one 
€ position 
nbd aes any one 
S Serie 
ee amon thie 
5 u7>e8 orthe 
ee gas to the 
itt (Ae any of the - 
PE 7a owing to the 


A phrase 
outline is written on the position of the first word in the phrase 
that requires a position for its identity. 


ROWE SHORTHAND Di 
cungeetdaye, a | Sg tee chatckane  (@. | Ba Men etS feet 


upon the minh sot oremeh | = |= 0 SOR aeRte segs es Pee 


20. Punctuation. The period is the only punctuation mark that 
is used to any extent in shorthand writing. The others should be 
learned, however, as there may be times when their use would be 
of great assistance. Form the habit of using the period after each 
sentence. Its use is essential to accurate transcription. 


21. The period is expressed by =< ; the comma, by it 
the colon, by »* ; the semicolon, by zs ; the question mark, 


by g ; the parenthesis, by ( . ; thedash, by ~~ . Capitali- 


zation of single words is indicated by written underneath 


a 


the outline. it is indicated in a series of words by underscoring 
the series. Write all numerals as in longhand. 


SENTENCES 


EXERCISE 13. Practice the following sentences until you can 
write them at the rate of fifty words per minute. Hold your pencil 
loosely, permitting it to glide in an easy, continuous manner from 
one outline to another. Your ability to read shorthand readily is 
second only to that of writing it rapidly, hence, you must always 
read what you write. The hyphen is used between words in these 
sentences merely to show that those words should be phrased. 


Will-you teach me to write as-you-do? 


The judge will charge-us to change-the order. 
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The cat caught-a rat at-the tower door. 


Dear-Sir: It-is-only-a matter-of which-one you-will order. 


veh, 8 eens Be eee oe ae ee Me,” ee ee LAR! 
The freight rate on-the crate-of fruit is too-much. 
eer ane eee rR eo Grae ae ea 


Each-of-us will-meet you at-the church after-the trade-is-made. 


BU ee ereere ee Sees Cs a Ye LS Ti 


Will-you ride to-the ridge for me every-day? 


2, Peer ane ete ae eee an IN 
aa Ae ee el 
Such-a trait-of character is-a matter-of much joy. 

ps SIR Seen ee dave Se 
T asked Joe for half-of-his fruit. 

Lo eee CE eee sy NO eee eee ae 

Panaiee one 

Will-you trade-off-the cow, as I asked you? 

a eee 


Owing-to-the charge-made, you-will order-the mate to change- 
‘ his crew. 


— SUE d 
Sey ee at ee ee Gnesi 
The tread-of-the tire is too-rough on-the edge. 
tec--- a 


LESSON THREE 
ASSIGNMENT OF SOUNDS TO THE LONG CHARACTERS 


22. Longcharacters. The long characters are double the length 
of the medium characters. Refer to illustrations, page 10, for 
the relative lengths of long, medium and short characters. The 
long characters and the consonant sounds assigned to them are 
as follows: 


Vo  Sorz hy leew eacyaH Ne yay jee eh be 4Y 
Horizontal. Up. Downward. 


These characters are written in the directions indicated. Learn 
the used sound of each, as instructed in paragraphs 5 to 6d inclusive, 
page 12. The thr and pr are shaded strokes. When z begins a 
word it may be distinguished from s by placing a horizontal 
dash above the outline (see page 175). 

Exercise 14. Practice these characters, one at a time, as 
directed in previous lessons, and pronounce the wsed sound of each 
consonant as you write it. Fill at least one page of your note- 
book with the practice of each character. Do not make the in- 
clined strokes too upright and avoid making any of them too long. 
Practice writing the consonants on the vowel positions, pronounc- 
ing their wsed sounds and the vowel sounds as syllables. Read 
49, 10 and 17 and Rules1and4. These syllables should be prac- 
ticed until you can make them without the slightest hesitation. 

23. Extension of primary syllables. Like the primary syllables 
formed by the short and medium characters, the long character 
primaries are extended by joining other consonants to them. 
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EXERCISE 15. Every movement in shorthand writing counts 
for something, therefore, make every stroke as rapidly as you can 
with accuracy. Study the movement of your pencil in making the 
different joinings. Practice each word of an exercise until you 
can write it easily and until you know every principle involved 
in its structure. 


vat ice eae, “nie ef 
° SS 
void a ee i ae ee 
vouch Se chain Re ee 
save Bee eos ae TOUTE aly eyes ener te” 
theft eee however “oe 
thrive = -\o2=-- *tell ey tnt - 
paid Bere Sh ee 
pride peas *child oe 
preach spies tes) B82) Re 
Drove nd! UA. me eee ee *real Mec oe: 
—-_—*~. 
proote St) ieee rey *dale 25a 
™“. 
excite, exit Ns: eee *deal eee 
exceed . 8S: ee *drill Meeey OL 
exude *trail Yh 


*Always use the alphabetic / to extend words beginning with #, ér, d, dr, ch 
and 7. : 
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Rule 5. In order to effect a better joining, slightly retrace the 
_w and / when they are followed by f or ». 


EXERCISE 16. 


waive ni Pe laugh | tebe rene oN 
weave Ce ee ne eV ee eee 
wife eee ee OVE “<n -rsse 


24. Expedient characters. An expedient character is one that 
is not expressed in the alphabet. It does not, therefore, represent 
a fixed sound, as does an alphabetic character, but is named ac- 
cording to the way it is used in connection with other characters. 
An expedient consonant is never written on position to indicate a 
following vowel. 

25. Briefer outlines and easier joinings can be secured by 
using expedient symbols for some of the sounds that most fre- 
quently occur as syllable extending sounds. As a small circle 
and a large loop are not alphabetic characters, they are variously 
used as expedients. 

Rule 6. A small circle is given the sound of s, and a large loop 
the sound of /, when they are turned on the regular side of other char- 
acters. The regular side is the inner side of curved strokes, and 
forward, in the direction a clock’s hands move, on all straight lines. 
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EXERCISE 17. Follow the method of practice outlined in pre- 
vious lessons. The joining of the circle and loop to other char- 
ters requires your special attention. Do not make the circle large. 
To facilitate legibility and speed, make the loop very narrow. 


face Le ORE VAG 
fees BEST Me a xe vessel 
phrase ea Bae evil 
fail LEIS aa veil 
fall Perea raf says 
feel ee ee be sale 
foil See ee sell 
case Zon Soll 
cases Be ee heasag 
craze eee MESS che hose 
call eS ee OUSE 
kill Hagen Tide houses 
coil Beg Sea hail 
vase eee Shaul 
vases hil) 


-e een eee = 


was 
wise 

well 
these 
this 
those 
thousand 
excess 
excel 
exile 

yes 

yell 

| quizz 
quill 
raise 

rise 


reason 
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= choice 


oe eae) CHOSer 


cee ae) ties 

eee hee Lace 

one SEs tries 

Seen eee, miss 
=) 

ee Ee er: mail 
35 

Seen aaa 

2A missile 

a  LOUSE 


iy & Laeee days 
ae we es does 


Sie Rees dries 
---a7f ofan knees 


2)e cao nice 
AL iaalee nozzle 
-- 2 --- null 
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Nall ae Oe ee were Lee pose w-sagecees- 
knoll Se A poison = Sth esoees 
lace baer ee Dress Peis. Fe 
lies ere en prize = fBgen nn na- 
loyal Sia possess ee ee tre Ds 
y ee ae 
fale ou) |r eee ee pale ee 
—— 
pays oa ota ap = |} pe ee 
= SS 


Rule 7. When connecting two characters that form an angle 
in joining, the circle or loop is written on the outside of the angle. 
EXERCISE 18. 


lesson eee misses Sena 


loOsenig’) Wigiate Mento eee noses 

26. As the circle form of s is not an alphabetic consonant and 
cannot require a vowel to follow, it naturally blends with another 
consonant when joined to it initially. In such cases, both conso- 
nants are read before the vowel. In other words, the vowel is al- 
ways read immediately after the first alphabetically written consonant. 

Rule 8. The expedient s is joined initially to f, k, kr, m,n, l, p, 
pr, q and w, forming the combinations sf, sk, skr, sm, sn, sl, sp, spr, 
sq and sw. 
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EXERCISE 19. While the initial joining of the circle may offer 
some difficulty at first, remember that you need hand-training to 
become expert, after which difficulties disappear. Do not draw this 
circle, but form it by giving the pencil a very slight, quick turn. 


snow Panna i SWAY, Deh eX 
slay BCs tt A baweet Re ede 3 
slate Me squeeze ie aan. 
slight = == smile ee ee 
spade Be ee ciate Slade eet 
spice oot, pocotch Se 
spill ge oe | skill ae 


Word-signs. 

Exercise 20. Anything short of the absolute mastery of word- 
signs is a hindrance to your acquiring speed. Memorize these 
word-signs. Practice all word-signs and phrases daily.. When a 
hyphen is used between parts of words, it indicates that each form 
of the word given is represented by the outline. 


have Pe ee necessity Sa eae ee 

satisfy-ied ee necessary BA Sepaentlet 

circumstance-s - nad eenit with paar ht 
——— 


success, succeed Re particular > ees == zs 


36 
practical-practice 
opportune-ity 
appropriate 
equal 

*had 

*heard 


*would 
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*thought 


receive-ed-ing 


deliver-ed-ing-y 


arrange-ed 


immediate-ly 


rae a Ses 


*These words are written downward and more nearly upright. 


Phrases. 
EXERCISE 21. 


have a, an 
have had 
had a, an 
had he 
with a, an 
with this 
with that 


with which 


eae AEA 


Eas) ane 


could have 
could not 
could not have 
do not 

do not know 
do not have 
does not 


to do so 


as we 
as he 

as has 
he had 


he would 


he would have 


he is 


he will 


he will not 


we would 


we would not 


we received 


we will 


we have 


we had 


how is 


how will 
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---$<*---- that is jan anwennn-- 
oo that you , PN: 
bt Ces that you will aides aoe 
te fae | “was not Lee 
Ee a WwaserecelVed | 9) 9 seer 
Bee you had aa ------ 
Sy you would oy seeess 
Sow en anid We a Es a oe 
a Ee and he es 


ee ape and this 
ae =f) Zi -. — aiacal (akehy 


eee at that a Sak 


er ae at this a aaa== 
Lie at once Ae ae 
ee it will Pips ae 
ss foes it would a Sh ee 
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SENTENCES 


EXERCISE 22. Practice each sentence over and over until your 
knowledge of every word and joining is thorough before taking 
up the next. After you have completed your practice, have some 
one dictate the sentences to you until you can write them at the 
rate of fifty words per minute. In phrase-writing, the words 
of the and on the are omitted before a date or its equivalent. 
Words that may be omitted are placed in brackets. Are you 
holding your pencil loosely? Do you read everything you write? 


The schoolhouse is on-the hill. 


excel, 


His speech, though-not appropriate, was-equal-to  that-of 


oe ee Be 


Caesar’s. Will-you satisfy-us on that-particular? 
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sary to-do-so. He-will-not try for-the prize. 


You-thought that-he-would receive-your letter today. 


ee ae ee Sea eta me Ge 


He-will-not satisfy every-one that-he-is right. 


will pay on-delivery. 


ee 


et See a pa a a 


I heard every-word he-said, and I know that-you-have 


no reason to feel as-you-do. A thief was-caught on-the 


5 Pee eG eA My apr —— 7 


te ~=- 


ee Z 


roof of one-of those-houses, however, I do-not-know which-one. 


LESSON FOUR 


ASSIGNMENT OF SOUNDS TO THE LOOP CHARACTERS 


27. Loop characters. This is the third group of alphabetic 
characters, as shown in illustration 5, page 10. The loop char- 
acters and the sounds assigned to them are as follows: 


b br g gr ish shr wha sta str oi ou 
1) 14) Y Y E Cc =) e) 1) Vv Aw 


As instructed in previous lessons, determine upon the used sound 
represented by each consonant. When in doubt read and study 
paragraphs 5 to 6d inclusive. Remember that each character is 
pronounced as a single sound. The characters themselves will 
suggest the directions in which they are written. The Or, gr, shr 
and sir are shaded strokes. 

EXERCISE 23. Write the consonants of this group on the dif- 
ferent vowel positions, as directed in Rule 1, and in the instructions 
preceding Exercise 1. Fill at least one-half page of your note- 
book with the practice of each character. 


Rule 9. The sta and str are turned on the regular side of other 
characters, as directed in Rules 6 and 7. 

EXERCISE 24. Follow previous instructions as to practice. The 
sides of these open forms should be parallel and not permitted to 
spread apart when turning a circle or loop in them. Do not make 
the sta and str oblong, but make them round. Study to develop a 
movement of the hand that will enable you to form every character 
with ease and rapidity. 


baseyne yee (yen wees: Cus bill PERS ERED. 


a! Gey me eee Tums see eo ee Drass ; Pe ee: ae 


bruise 
brief 
brave 
gas 
guess 
gross 
gale 
grill 
shoes 
whose 
staff 
stove 
strike 
steam 
strain 
stroll 


stop 
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ee see - 5 


strip ----O~<--- 
ae Be ie 
trust ary ce 
fast oe Oe ae 
COSt UE le se eee oe ke 
We yee Boiss 
TMOSthe Wi hp “eee eee 
= 
must.” ~ <<» 9 “=== 
=39) 
VaSt=, Mien “cee ome 
ceased eee JW 
host a 
last WE 
Waste. 9 =f) U2eses Zs eo 
past ae Rh. 


priced ----™ 
fish ee eee 


push ep eetess = 
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cash pcaTieuse, gneasure EN oer let 


WIN ee leisure = ere ee 


28. Extension of primary syllables by adding b, p and g, k. 
As 6 and f are cognate (kindred) sounds, they are expressed alike 
when used to extend a primary syllable. They are never expressed 
alike under any other condition. 

Rule 10. Band p are expressed by the alphabetic b after b, br, 
g, er, t, tr, d, dr, cha,j,r,f,andv. (Read § 12.) 

EXERCISE 25. To become an efficient writer of shorthand, your 
knowledge must be definite. You must definitely learn, by mem- 
orizing Rule 10 and by your practice of the following exercises, 
which characters require the alphabetic form of 0. 


babem es sal pirat AIP gd SAT OD eee 
A 
erabserapes, mm. al! Oe chan nee 
tap wager cheap? (0 7 eee one 
‘Ausag  ae | © a ees eae Chops a ) eae rs a 
typewriter a Sa 6) nee 
h 
trap Pye eee: 4? __—s wrap . betel, ae 
9) 0) amen (na ee? ep Per eat 
EOD EO. Re Cea) ea robe, rope 
Bieridh,.: Reece 
dope rubs 
eres yaaa aes 
drab, drape 4 fiber 
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Rule 11. Band p are expressed after the k, kr, m, n, s,1, h, p, 
pr,q,u, w, and « by a hook on the upper side. A hook is never used 
as a beginning stroke for 0 or p. 

EXERCISE 26. While practicing the following exercise, fix in 
mind the characters after which 6 and # are expressed by a hook, 
asgivenin Rule11. Your knowledge of this rule and Rule 10 must 
be so thorough that you will not hesitate to join to any character 
whichever form of } the character requires. Do not close up the 
hook, thereby forming a loop. The widest portion of the hook 


should be at its finish. 
cab, cap Pees = pipe pone 
crab, crepe Sy ye proper -a= Noy 
scribe, scrip a ee sGua = } em 
maps ae. squils ceo eee 
snub menadione up EAE se 
snipe Deb. iweb;weep >, 9 == ae 
SAD) A aera ae be except ae 
lobe, lope weeenoay help ee 
| slab, slap oe pulp oe 
hope Seo shape Peco ae 
Deepa ee ee Se. | YSODE a) Se eet a 
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29. As g and k are cognate (kindred) sounds, they are also ex- 
pressed alike when used to extend a primary syllable. 


Rule 12. 
g, reading it for either g or k. 
EXERCISE 27. 


bag, back Pee Sie 

break Cree 

brig, brick SAE ot 

broke py o> 
Rule 13. 


after all other characters. 
EXERCISE 28. 
exercises 25 and 26. 


fag, fake Gee eee 5 
fig a ae : 
kick ee eee 
crag, crack Ere east 
meek eeege ae 
mug a eee 
oie) 
vague se ae 
sag, sack pasa? ae 


When g and & follow 3, dr and r, use the alphabetic 


fag, rack a eee ca 

lays ame 5 Sie 

rock aan ageanne 

Ee: VMN) a? 2 pasa 
ne, 


G and k are expressed by a hook on the under side 


Follow the instructions for practice given under 


soak a eee 
nad knack ® Mameae see aspen 
neck _-os==ey ee. 
SHUG. 9 “ie see ee 
hug SA pwess \.eeee 
am 
log.lock; = 2.) Bae 
EE 
slag, slack in eee 


like 
week 
wig 
thick 
pack 
pick 
quick 


check 


take, tag 


Word-signs. 
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we ee ee -- 


ame ee ene ees 


EXERCISE 29. Before practicing these word-signs and phrases, 
study all previous instructions relative to word-signs. . 


wish-ed-ing 


behalf 
behave 
gave 
give-en 


object 


See C------- 


Sate ee 


subject = 
request yee 


requisite oe 


(shaded) 


agent ae 


under res 


1%, shortened, shaded 


enter-ed - 


é, shortened, shaded 
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entire-ly-ity Rey Cenc trey dicta) Y Aiea 
ENGKGRRSSS, seed | Sap perlapsys iow tte ae 
shaded : 
Phrases. 


Rule 14. When be follows will, it is expressed by extending 
the loop for well into a hook, regardless of the direction in which it 
is turned. 

EXERCISE 30. 


will be ----7ft--—- subject to oh Eire. 
will you be  :2-2: 5 es subject to change Bar ee 
he will be ee enki ow, o5 ee Os 
they will be Eon Vaeeks (2) EY EL Fai 
you will be Ree awe Ais 20 10; took ite ee 
that will be Leng eee tO.po-aiter » .= Bacuees g Pane 
it will be ee Sarees make up A ee 
we will be Pe eee) take Ups. =e See ee as Bae 
we wish eee tobe 955 Se eee 
A 
we gave the frou danustibe fy) il ane ee 
—- 
we object Us ccould. bes) 5 eee 
A 
subject of could not be 
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SENTENCES 


EXERCISE 31. Be guided in your practice of these sentences by 
instructions given in previous lessons. In shorthand notation a 
dis written to the right of and above a numeral to express days; to 
the right of and below, to express dollars. 


Will-you-be at-the picnic which-we-will give next week? 
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It-will-be-necessary for me to take-charge-of-the business, if-he- 
SE ee ae peg (7-2 P Sa] -7---2-k------ a5 ---- EVIE Drain ace a ae 


wishes to-go-to-the coast. 


We-will-be-at-the silk-sale and will-buy-you-a dress like-the one 


ee Bane Nao -=55----! is er ae Sd ee : 


we-priced at Saks. 


delivery. Perhaps you-do-not-know that-a peasant wove 


sep a et yo ote egy cee ea 


this rug from waste material. 


es a ts Pee er ee 

ars Se a ne naan oS a eeesse GaSe ee 
To rest, one does not-have to-be idle. 

iO) ee Ze pee eee a er ey See 
= IZ = A a ES = - = - 2 ee 


Pack my grip and leave-it at-the address I gave-you. 


Se oe ee Oe ee 


LESSON FIVE 


30. The 1 combination of alphabetic consonants. While the 
following characters are similar in form to some of the loop char- 
acters, they are not classed with them, asthe principles of modifi- 
cation applicable to the loop characters do not apply to the / com- 
bination. These characters are distinguished by their very minute 
sizes, and are not permitted to undergo any changes except in their 
manner of joining. They are to be considered as alphabetic, how- 
ever, and as such require a vowel to follow them. See § 10. 


bl or pl gl or kl fl 
a ee 0 


Pronounce 0/ as in fa-ble; pl as in ma-ple; gl as in sin-gle; 
Ri as in vo-cal; fl as in raf-fle. Make these characters very small. 
Form primary syllables as directed under § 5, 6 and 10. 

Rule 15. The 0/ or pi retains its alphabetic form before and 
alter the t, ir, d, dr, ch, j, 7, f, v, 6, g, h and ith. 

EXERCISE 32. The following exercise, and exercise 33 fully 
illustrate the joining of 6/ or pl to other characters. In order to 
use these factors with facility, you must learn which characters 
require their alphabetic forms, and those on which they are turned 
as hooks. 


rishte em 5 “tp ah ee plate aes 

Ot ee eee L pight. > See pe 
4 toppl 

(uolt= = 9 5 i ee ee opple ay ta 

POU ICM gy eee bleach: = eee fm bel 
A 

PCOCH a.” ok Shan ) ae 
2 1 

ciel ea chapel” = ae 
oO 
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£2b evil seen Saal Dabble a. 0) (miele ase ee 
sire we eee. bipicg. saninn Mae = ee 
pledge eee ieee *split oe 
belief i eee Splatter ay wy) LA eee ele’ 
believe ‘eee eo SPlUcteiy.: 0 Ua ae eee oe 
feeble a ee troubles ae 


*Make the s slightly oblong when combining with 0/ or pl. This will not 
conflict with / and jf, as these sounds never combine with 0/ or i. 


Rule 16. The d/ or plis turned as a hook on the upper side, both 
initially and finally, of all other characters, and on the inside of the 
p.and k hooks. 


EXERCISE 33. 


ees. us a) eee. Silcst, pluck, (9 © 0 0 (= ane 
(c= 
blemish emutegee., “COUDICs VN) «| .s-eeeeeee 
= 
bloom. |) pene ee eeeeee ereee blaze, place 5 ee 
Mabel, maple —_.__-- Ea eee ee blecss please eae 
Dace Ne Oia ee eee eS eae 
CADICED +. ib) Tees = ee plain __.- 
ete i ines oo Crh | explain a oe 
Po ee ES PT es ee 
cobble blind 
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nibble eae ee ee PUPIL Pi -. eee hea, 
>) 
One OO) sees cow spleen ~-- Se. 
noble Bee nero esp end on Z -~-S=y--- 
pela ~*~ eck "7... measurable . ee 
epics = 8 ae 2 Capable See a Mes 


Rule 17. The gi or i retains its alphabetic form before and 
after the ), g, t, tr,d, dr, ch,j andr. 

EXERCISE 34. The instructions for practice preceding Exercise 
32 apply with equal force to your study and practice of this exer- 
cise and Exercise 35. 


beagle oe eeeeCla ee Ney i = ~ Yc aeee bane 
bugle Peaa eee eclare Pea Ap 
ae 
club [ee ON decline Re Ae 
v? ’ 
globe ~~ ~~ ipg--=- ClUCCh gt [aia eee 
Y 
JUS eo chuckle ed 
L 
lente cack Sch juggle’. ©° _/ aa 
L 
rekle ec S Ge glare, yn apes ae 
glad Re ees clear eT eee 


GK | ae eines yoo Le 2 | ame ee: Ses 


S2 


Rule 18. 
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initially and finally, of all other characters. 


EXERCISE 
cliff 
claim 
climb 
cleave 
glove 
class, glass 


close, gloss 


sickle 
exclaim 
cling 

clean, glean 


knuckle 


The gi or k/ is turned as a hook on the wnder side, both 


Rule 19. Fl is turned on the regular side of other characters. 


See rules 6 and 7. 


EXERCISE 36. Be careful to make this loop about one-half the 
size of the / loop—small, neat, distinctive outlines are conducive to 


legibility and speed. 


flat 
flight 
fled 
flock 


flame 


flannel 


sniffie 


baffle 
flag 


flog 
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COMPLETE LIST OF WORD-SIGNS 


31. The following list comprises all the word-signs of the 
system. They are alphabetically arranged for ready reference. 


EXERCISE 37. 


a, an, and 
address 
after 
agent 

all 

any 
appropriate 
arrange-ed 
are 

at 

behalf 


behave 


character 
change-ed 


charge-ed 


deliver-ed-ing-y 
Dear Sir 

each 

end 

ever, every 
enter-ed-ing 


entire-ly-ity 


idle 
immediate-ly 
judge-ed 
necessity 
necessary 

on, own, only 


owe- ed-ing 
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Nr ood cae order-ed-ing 
ae Ti PORE PKS E 3 

a hes oka or 

_._.—>~.... opportune-ity 
ma ve Bee object 

Sy eae particular 
one . 2... practical-practice 
es Oe ee perhaps 
eee receive-ed-ing 
RAL ee request 

eect Meet requisite 
eee satisfy-ed 


success, succeed 


Be DIC CE 
ee ee SUCH 
BI aye 9 ee the 
NG 
that 


oa eee 

a 
as ee ee 
ma Sac ee 
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thought a which eae Swould Bs ee 

upon o--E--- will ae word yh, 

under .--X\__.. will you == ~~ ; wish-ed-ing ___¢_._- 

us a------ With eee = YOUR VOUL «ase 
SENTENCES 


EXERCISE 38. Practice these sentences until you can write 
them at the rate of fifty words per minute. 


We-believe that-the clutch on-the Regal car is the best-one made. 


They-had to-move-the stone with-a block-and-tackle. 


ee 


He-could-not-be satisfied under-the circumstances. ’ 
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A REVIEW WITH QUESTIONS 


32. In the preceding lessons there has been presented (a) all 
the characters of the complete alphabet shown on the next page; 
(b) the principle and rules of vowelization, which direct the use of 
the alphabetic consonants in the formation of primary syllables, and 
(c) the extension of primary syllables by the use of alphabetic and 
expedient forms. 

33. Two important facts in the outlining of words have been 
fully established. They are— 

(a) All words beginning with a consonant sound which is imme- 
diately followed by a vowel sound, begin their shorthand outlines 
with an alphabetic consonant written on position. 

(b) Expedient forms of consonants are never written on position 
to indicate following vowels, hence, cannot begin such words. 

34. How are the sounds of words expressed in writing longhand? 
(4/1, 2.) How are they expressed in writing shorthand? ({ 1, 2.) 
For what purpose was shorthand devised? (§ 3.) Is it permissi- 
ble to spell while writing shorthand? ({ 4.) What is meant by 
phonics? (§/4.) Into how many classes are the characters of the 
alphabet divided? (4 7.) Name those of each class. ({ 8, 15, 
22, 27.) What is the first duty of every alphabetic consonant? 
(4. 10.) How many alphabetic consonants are there? Name the 
h combinations, or those in which the sound of # combines with 
other sounds. The 7 combinations. 

35. What is meant by syllable extension? ({f 12.) How many 
methods are there of extending a primary syllable? (4 12.) What 
is the first method? ( 12.) Does an expedient consonant ever 
require a vowel to follow it? (4 24.) When doesa circle become s? 
(25, Rule 6.) When doesa loop become/? ({ 25, Rule6.) Which 
is the regular side of characters? Name the different vowel sounds. 
(4 17.) After which characters are the extending sounds of 6 and 
p indicated by the alphabetic 6? (Rule 10.) After which are they 
represented by a hook? (Rule 11.) On which side is the 6 and p 
hook turned? (Rule 11.) When is alphabetic g used for either g 
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or k? (Rule 12.) On which side is the g and & hook turned? 
(Rule 13.) Name the / combinations. (§ 30.) Why are these 
characters not classed as Joop characters? ({ 30.) State how 
they are joined to other characters. (Rules 15, 16, 17, 18.) 


THE COMPLETE ALPHABET 


Containing all the different characters used in Rowe Shorthand, 
and arranged according to its simple and combined consonant 
sounds. 


a b tee uml B08 Ms 

me? ele aS Oe 
l m n 0 p q r 5 t u 

——_ = | i: a we Ss Se 7 Se 
v w x y z au 01 ou sta 


R Combinations 
br pr gr kr ir tha aie shr sty thr 


H Combinations L Combinations 


cha ish wha ith bl or pl gl or ki fl 
| ‘ = eos 2 ¢ 0 


LESSON SIX 


36. The second method of syllable extension deals with definite 
rules of contraction, by means of which the alphabetic character . 
forming the primary syllable is modified so that it indicates in its 
outline the desired extension of sound. (Read $12.) 

37. The Extension of primary syllables by adding r. Shad- 
ing a character always expresses the sound of 7. The r combina- 
tions of alphabetic consonants, which have been given in the pre- 
ceding lessons, are formed by shading 3, 9, t, d, g, k, f, sta, ish and 
ith. The r character is joined to a primary syllable formed of 
one of these combinations, when an r extension is desired, as 
illustrated in Exercise 41. The following rule applies to all other 
characters: 

Rule 20. The sound of r that extends the syllable, i. e., the 
sound of r following the vowel indicated by position, is expressed 
by shading the character that forms the primary syllable. 

ExeErcIsE 39. Do not make the strokes too heavy. If you 
have learned to hold your pencil loosely, you can easily shade a 
stroke by slightly gripping the pencil while writing it. 


mar Sot aie CRC ee hiche tae ss (nee a 
mere bk chee etait as WEIG- o Stayer ee. eee 
more Sage ee WIT. ep ceees ee Aan Se 
here Sse eee a wore Seager 
herewith eee near Pe ee 
heretOw = ) eae besos f SED nor _ jie senna 
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ELainee pe) ty 4. c2e! Pec ees rear TSN Se 
Gmeem~ = a. Pee LOU [ait ee ener 
Ss 
CISCO CEE tm Re as One Ss dearer were eae 
lobes 
‘Si eee Lisa's. Heareiee a) Bo ease =. 
jeer ===> heated bearer ee eet Seay nia He 
Bere) a= See catrier, career 2-5-2 SSS eeeae 
GOBBI EEE <=> ---- OUD | eee CN ee ee 
Sure | keeel nessp-=---' lawyer sw sw fa ae ee 
\ : 
rare === === ~~ ----- collier 


EXERCISE 40. The/, p and 7th are shaded at their extreme ends 
to express the extension sound ofr. This distinguishes them from 
the alphabetic fr, pr and thr. 


far epee Stee a2 par © “= Seeeee in 

ie ees Va ae ae oor ese os ee A 
. PB — 

RS ee See exe. = eee there PP ey 


38. Following any primary syllable beginning with one of the 
r combinations of alphabetic consonants, such as drt, pri, etc., or 
any syllable that has been extended, we naturally pronounce the 
as the syllables av, ev, or, hence r is used to express these syllables. 

Rule 21. Ther character is struck backward after the /, fr, p 
and pr. 
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EXeErcIsE 41. Practice carefully: 


loigthms 6 ee fQ-------- PFIOH Oj) 9) a eee Nqy----- 
CHlenee eee ae se sos purer? set eee 
SN 

grower. icc yor faker) -.) 0 eee sae 
PAiTCl. Ap 8 Den ete an ee TOUT ie Oe eee eee nee 

fUTOT an ee oe Vi Cae Pry ----- 
freer! 9 Sa yt Neos Callen: ye ees ae 
Diayefnn tthe one color, ee pete 


39. Ther is the prime factor of are hence the shading principle 
provides a means of phrasing are to preceding words. (See §6d.) 

EXERCISE 42. Practice the phrases and sentences in the fol- 
lowing lists, as you have been instructed in previous lessons. 


WCET. un nets ae thateareas) a 2 Re ees 


VOUW.ATC] ae | peee ee oh ae ae now are 


they are 23. eee how are 


ExercisE 43. There are a number of words that are written 
on the z position to express a following you or your. The following 
is a partial list. A complete list is given'in a later exercise. 
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to you, or yout for you, or your 


—~ 
Goevous Or VOUr _. 2.2... {rom VOU, OF YOUls. 4-2 sama 
ae ee 
MeyOus OF YOUL 422... te if you havea J. 3 ee 
have you, or your______...=____ ITE WOU swell es ee ee eae 
ot <a> 
Reber VOU Ol ghee oe OF eee iter OU ave) eee e. eee 
your Oe 
and yeu, or your... andevOusmUSts sn) ae eee 
A & 


SENTENCES 


EXERCISE 44. Practice these sentences according to previous 
instructions, until you can write them at the rate of seventy-five 
words per minute. 


Please wire-us all-particulars-of-the sale. Dear-Sir: Your-favor 


a ee ce cco 


was-received today. We-are-glad to-note that-we-are-to receive-a 
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After-you-have looked-over-the papers, please wire-us, if-you- 


NY i 


eee a ae 0 Sg Se eee 
Dear-Sir: We-enclose herewith our check for $125.00. 
= ees Lee Ea UE RY ame Lu Jie 


eens 
to rent our flat. 
Te FIO oe Ee MN 


You-could-hear-the clamor of-the crowd as it drew near to-his 


LESSON SEVEN 

40, Syllable extension by adding m and n. 

Rule 22. The long characters, and the b, br, g, gr, ish, shr, wha 
_and j, are lengthened to express the extension sounds of m and n. 
(912. 

Exercise 45. Do not make these characters too long. About 
one-third longer than their norma) length is sufficient. If you 
have not formed the habit of distinguishing the relative lengths of 
characters, you must practice the alphabet with this object in view 
before practicing the following exercises. Do not widen such 
characters as the b when Jengthening them. 
vain 


ae lines = tis eae 


_vines ete ta. SATIS 


slain pe 


Pew a0 bw ae aw ot a aie ae ae i ab a ee 


: 


seems 


slumber 


slang Peet 


Yoo ewe wee wre =a 


oe -  —. 


name 


et Fabal 
aes 
—— 
hence Zee Walle ae eo 
aad 


hang Pe ae Wit as 2 ae oon 
ee ele) WIS sae 


hound ey ee eee SW UL 


hung 


Vag 
land : ES _ them, then Mine 
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thence "= sts eee Jarahayie aly ee eee) Apne 
thinesthin, > 922. eee MK Z eek De 
DENTS guy) we ake — Lae igone "~~ Ne rue. Yom 
sprain . st Seer yamibles! 4 aaa iaer tae 
Sprung 08 2y PAW e seer ce» Crate a aes Z ee 
Drintae = gatenee ee son. Bong ay 
Sprite ee een oN oh) APTOUNC Ae = ae nee ye 
exhumes © ag) ) atl on Ss Fe ee peepee et 2 
CCZE ash, |) eae oie Soo SHOWN Ns Sy) eee a 
VOUT 2 aan Ei Paw. OARChs tt caeee shrink 
S Be Pima Sas 
EORTISG Me: fir So eves Sone ee shingle Sty) yp 

es aa SS 
DIOMP Up keene ee when =) 

Soe ee Se oe eee 
ODE weinath P eee SS Wwhom, 9) oe eee 

=> 

pinion a Jane eal ee 
million De Re Va Rie C1 hae Aenean in { re ee S. 
ipaneruly 1“ 2ee85 Mie ite JO ees [ apes 
bank Pe eee joint 
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*panel is *numeral 


evenaiee Ie eee voneral Lo > 9" i rater aahn 


*Notre: Since / is naturally pronounced as a Syllable after an extended 
primary, the Joop is used for the final syllables ai, el, il, ol, ul and wal. 


EXERCISE 46. The final syllables lant, lent, nent, gen and gent 
are formed by lengthening the /,m andj. It is not necessary to add 
the ¢ to these syllables. 


jubilant Z Beecutgch i aoe ee + SOON 
excellent  —__ Se ierion, tegent Py heer 9 


Exercise 47. The lengthening rule (rule 22) applied to here, 
where, there and with, gives the compounds herein, wherein, therein, 
and within. 


ce > = ere i LE there Lee 
herein a therein ais ron. 


where =) with 4 


wherein =) within ae see tae. 


Exercise 48. Under the same rule the auxiliaries have, has 
and had are lengthened to express been. 


have alias has been 


have been CERT Ss had Ve 


has Ge had been Cae 
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Rule 23. 
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binations mn, nm, mm and nn. 
syllables; that is, the character modified forms the first syllable, 
and the combination, the second syllable. 


EXERCISE 49. Watch your stroke. 


Superlengthen the long characters to secure the com- 
These combinations form separate 


Do not develop the habit 


of making too much distinction between a long character and its 


modifications. 


The outlines in the following exercises are just 


double the normal length of the characters. 


summon 

layman 

human, humane 
woman 


nominal 


gentlemen em 
examine LS 
maximum TN 
venom (ES. 
linen 


EXERCISE 50. When the terminal syllable ment follows a long 
character, it is expressed by superlengthening the character. 


payment 


government 


regiment 


lodgment 
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SENTENCES 


EXERCISE 51. Watch your stroke. Do not permit your out- 
lines to become too long and straggling. Practice these sentences 
until you can write them at the rate of 75 words per minute. 


Our-need-of finances is urgent, so we-ask-you to-mail us-a-check 


for-the payment of-your bill. 


LES EE Ia EN OE GL 


Would-you like to-make-an arrangement with-us to-look after- 
we ot ce Joe ee ee eet = VED 7 ae ae A 2 


your claims against the government? 


The general summoned-the young soldier and sent-him on urgent 


eS ee ee ae 


business. .Wherein do-you think these women excel? 


oP Ya oe 2 Ne a ame RE A ae 
We-will-be-glad for-you to examine all-the papers, for therein 
~y SS 47 ee Oe Biren Ceres eee 
eS EO pecrnnpenn ee F 


you-will-note that-the lawyer charged only-a nominal fee for-his 
services. 


LESSON EIGHT 


41. M andn extensions continued. 


Rule 24. The medium characters, f, fr, m, k, kr, a, e,7 and u, 


are shortened to express the extension sounds of m and n. 


EXErcIsE 52. In applying this principle, be careful to reduce 
the medium character to the length of a short character. 
fame Bey APS eo mankind = ee 
famish =  ----= Sone er ees meant =a 
fine a 2-4 -------- minors 9) zee a3 Oe oes 
finish +--+ -~Qe-------- count = “yee a7 
*form 2 ----- eocn------ Cal) eco. ct 
“former ——------ ayrcttn come Se 
Erurnicitila tes ==- Beara kind woo yp === === 
frame g§— ----- ee Canvass eae eee 
frames = ----- eae et ee ‘VACA Tit = eee ay: Beate 
friend Ts page ae Con Ons ne age eee 
ia te oe ees Eee =e Crane gl Wee buiers aes. 8 
mend ~---F-------- crime ee eee ae 2: 


*Omit the shade in these words. 
68 
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crumple _~_ --------------- in we ee Penna : 


Bi, aw 8 an =t O_.------ answer (ans.) _----- -------=- 


EXERCISE 53. The shortened m—mn—is employed for the ter- 
minal syllable ment, except after long characters. (See Exercise 50.) 


augment = -..-! G5 Us supplement | getaee- see eax 


FNTOMAMSE a PLECAti Cl = P Lace eee 


Rule 25. The t, tr, d and dr are written upward to secure the 
extension sounds of mand. This rule does not conflict with the 
striking of ¢ and d upward to effect a joining with ¢, tr, d, dr, cha 
and 7, as there are but two words in the language that require an 
m or n after such combinations—tighten and trodden, and the con- 
text will guide you in reading these words. 

Exercise 54. As you naturally make an upward stroke longer 
than a downward stroke, you must use care not to make these 
characters too long. 


igen) a ieee ee autumn fans ~~ aes 
. . . ae 
OMe; « ucee=4 See MTALCATT os A) a ee 
HEHSE 9 eet OWE Dae meantime  ____-= = ae 
talc el eee eee ale deemme ya aera Cee = BB 
CHORE | | theese SEs oo tees donors) 0 eeesnemer 
ae 
Hie, = SS See 11) Ce ne aes 
of 


Bienes 8 cece eens =a -s- dente. oes Sa aes oee 7 Oe 
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Ca inaska meter" rates an Dod ee pardon Lae 
danisonS. ee sine 23 drain —_—----- <a ae 
danger onda eet drown, 7 pew ees yoo 
SUCeRCe sR nas aad os identical ee AT 


EXERCISE 55. The ¢ and d written upward—in and dn—are 
employed for the terminal syllables ten, tent, den and dent. 


written. ©. Apistue-oe gpresident J. Sa 
fatten oer t Moe Oe wetness resident’ © ““lsae. poh ee Bs 


EXERCISE 56. The shortened a is used for the prefixes am, an, 
and ani. This prefix may be written either upward or downward 
to effect a joining. As prefixes are written regardless of vowel 
positions, continue to observe the rule of vowelization when writing 
the primary syllable following the prefix. Learn when to write 
this prefix upward and when to write it downward. This feature 
of joining is amply illustrated in the following exercise. Learn its 
full syllabic value. Practice joining all prefixes to every character 
in the alphabet. 


anchor RE ee eee UTNITIT | rie > ee 

“ancestor st". iO animate hv 

Zhe i ae eres edme | SUAS = ee ee eee 
oo 

2) 01s) 0E} Deen neuer area Coen antique." aes A 


Exercise 57. The shortened ¢ is used for the prefixes em and 
en. This prefix is always written downward. Be sure that you 
make it the length of a short character. 


emanate 


embarrass 


embark 


embezzle 


emblem 


encircle 


encroach 


eer, ae 
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enemy 


enhance 


empower 


EXERCISE 58. The shortened 7is used for the prefixes im, immi, 


in, and inti. 


This prefix is written either upward or downward to 


effect an easy joining. Learn the characters before which it is 
written upward and those before which it is written downward. 
Practice joining it to all the characters of the alphabet. 


immense 
immerse 
imminent 
immutable 
impair 
impalpable 


impanel 


5 nae Fone eLDAL TE 
gale ne passable 
__...£————..._ impeach 
2 Ae impel 

eS * 
Pelee | | iropede 
ated. oe! imperil 
Poe ass impose 


72 
impugn 
impulse 
import 
incase 
incapable 
include 
incline 
income 
induce 
inmate 
intimate 
inquire 
insert 
inside 


insist 


as SEN 
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inseparable -A~A_92_. 


inspire eee 
instance _*—2 __ 
instil ee ast 
instinct =-Qiaas- 
into agp ==> 
Mtruden eeee es 
ye 

IN ERIP Gs ey ae Pee 
influx - ce a 
inscribe = @=-gsye-8 
intent Se Awe 

intense PP caer 
indent ay eas 

indenture) 2271.22 
infer aay a ae 


infest 


inferior 


inflame 


inform 


infuse 


inhale 


inherent 


invade 


inveigh 


inveigle 


invent 


invest 


invoice 


invoke 


invite 


“pos-- 
- pear -- 


EXERCISE 59. The shortened w is used for wm, un and unt. 


umpire 


unbelief 


ENe eee 


undo 


--S ay ses, 


unfit 
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Uyewaed | ee unjust Beet es lntOs = yes eee 
uniform eee ay UNL ieee | Unt rie ee ee 
universe _\-—~y. unrest SS___ Cuntried py ee 


Rule 26. When mun follows m, or m follows mn, the second form 
is separated from the first by a slight upward movement of the pen. 

EXERCISE 60. The following exercise constitutes almost a com- 
plete list of words coming under this rule of joining. Practice 
them until you are thoroughly familiar with them. 


minim we sai momenta eres ae. 

minimum Be momentum §....- ie Area 

inmhompanvoysy eae eee = monument Us ee ee _ 

eI eTLO yg eee: pee OCH a= PA ease 
Phrases. 


EXERCISE 61. Practice the following phrases and sentences 
according to instructions given in previous lessons. As the 
phrases, in most instances, retain the original outlines of the words, 
you may be inclined to overlook the importance of practicing them. 
This practice serves to strengthen the knowledge you have already 
gained, as well as to familiarize you with the combinations that 


should be formed. 


can be = can it be fr... can the 7) es 


can be seen“. cannot . be REET can you oot ee 


can it bef can not be)-aee42> can use ears 
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ea ina) | eye eee i Bee aS 
We Galina) aaa ina ILE 7 in such a ae 
We Can use ecccaNe in his «92 eee inasmuch aS._...__ = 
~o 
wecanbe -~<<~. in his own Sauyee in answer ___2?___ 
we can take—<-@--. in all Died ee in every LNG 
we can not —“~--7 inorder . 7 in any Nee 
in the glace BE in order to._Z4__.. in that pe 
in which .,------. in such =o this i 2 
SENTENCES 


EXERCISE 62. Practice these sentences until you can write 
them at the rate of seventy-five words per minute. Always read 
what you write. 


Weak-men trust to luck; strong-men believe in pluck. 


AS ZAI S Ee Pe eS, View WS. eee 
se. SE SIS EE SS eo) 7S 
samples shown-us, we-must decline-to pay-you-the full invoice 
ae) ae 
SE SSS ES a peptone eee 


price. We-infer from-your letter that-you intend to-maintain-the 


present high prices. 
as aes tee ™a50--5--X SE De ee ee 
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We-can-not see how-it-would-be unjust or unfair to decline-to 


it-will tend-to impede-the present development-of big business. 
4 Ae: pee oi Sa. ere ZR ~--- SU ---1==6-- ME -------- 


In-every instance you-must furnish-the customer with-an invoice. 


made by-any-student. 


EG a eel al aaa amine a 


LESSON NINE . 


42. Syllable extension to add t and d. 
Rule 27. The loop characters are enlarged to express the ex- 
tending sounds of ¢ and d. 
_ Exercise 63. Do not make these characters too long and do 
not spread them out into indefinite forms. 


such characters as 0 parallel. 
instructed. 


bait, bad 
better 
bite, bid 
but 


bright 


brightness . 


brighten 
separate 
trapped 
tripped 
habit 


habitual 


gate Rae 
great Ogee 
greater MC Saee 
greatness _ ORE rs 
got eo 
good ee 
gateway me 
gradual @ = 
what cee a 
white Bait ae 
whiten ae 
should Peek 
C 


states 


statesman 


out 


without 


outwear 


outline 


outside 


Keep the two sides of 
Continue to practice as previously 
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outlast A“? held oa ee ld 


outbid Le sold a veiled a 


EXERCISE 64. The enlarging rule (rule 27) is applied to as, is 
and us, and all words ending with the circle s, to phrase a follow- 
ing at, zt, or fo. Follow previous instructions regarding the prac- 
tice of phrases. 


Peete COU mm ee = ae ee as far as it sO ONAL pare 
CREE ali Coe asiaras it maya > Osea 
is at hand TOES. 1055. “Seen oe 
ee TSE AND ~_ 
astOwhat  - .. 2) _ Waste. it, tO. Sis G22 ee 
as to whether oe ee asite to. © Ie ao. A eee 
as to that oe) te ele Bs Well as it atOn oe of ee. 
Beto this ~ | oe. eal which is at; it, to, een = 
ome S COMM oan Pe which is tosay ____ chie---- 
mesoonasit =... D2. Such ast; (0) ~ eae 
aie) a) 


Rule 28. Dis made double length to add ¢ or d, forming the 
syllables ted, ded, and det. 

ExeErcIsE 65. Learn the syllables represented by this stroke. 
Do not make it too long. 


did fees HSN A/a idonbtmee cee 
deed ey ee date Ve dread eee, 
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i 


indeed ih wandered 7, 


loaded laundered oe 


determine 
noted waar zezago=- Fa aS Fiat Z 7) aoe 
Tey 
wanted = 2... oye Nah credit ---- ee, 
Phrases. 


EXERCISE 66. Follow previous instructions regarding the prac- 
tice of phrases. 


butehaves! as great as oe what will be 3 
La 

but not Co Pa arg sa aS COOU aS 8 ons shouldbe 
as o fe 

tree ae (t) wa Jiwemen eta 5. what is sep ae should have — | 
ues eo 

but will pee whats this.s9 should know 
fo Gs 

bitewill bee ue mane eae what it ee ee should not = 
SO) cs, 

BOOUE DOW.) eee what have ee please state | <208 
ye 

AOOUMUE AIS MAR what may oe will state me, ee. 
fo» 

aboutthis, 9 .. what will tS ne will state that a 
te 
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SENTENCES 


EXERCISE 67. Practice these sentences until you can write 
them at the rate of 75 words per minute. Omit the words in 
brackets. 


In-this-world, it-is-not what-we-take-up but what-we-give-up 


will favor-us with-an order. It will-be shipped immediately. 


eae ee 2 saa 2 


asa salesman for more-than ten years. We-found-him to-be 


te ee Val Sa 
aces 


— 


aa 


honest and capable, and-wish him every-possible success in-his 


future career. 


SSS Mg a eee Se Re ee oA See See A ete a ete 
i Se x 
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We-have determined to close out our-line-of flannels immediate- 


=X 
oe eee Ses eee Te Nepean F---------- 
ly, therefore, we can quote you minimum prices on these goods. 
CN ae ee eee bo ish ee 


You-should-have this entire lot-of-goods laundered and-placed- 


ese ae ee Be aoe oe ea eee 


on sale. Your-favor (of the) 10th inst. is-at-hand and-noted. 


LESSON TEN 


43. Miscellaneous extensions and combinations. 

Rule 29. The small circle is turned on the irregular side of other 
characters to express the combinations ¢s and ds. 

EXERCISE 68. Remember that the circle is an expedient char- 
acter, and is given a value, or name, according to its use, hence this 
use of the circle and the values of sound given it are entirely inde- 
pendent of its former functions. Learn and practice it accord- 


ingly. 


cheats vied Sas creeds eon lights ee 
traits wk | jets eae loads — 
fates Pact OLS Pay  elters gues 
b 
fits Rr VOLES Dla limits eee 
Preights 7° ‘Sets, Seeds «. .... weights (peer 
mates fea ewe SENS pewter, me ports (oressecg-- 
meets pace ee participate aa imports eee 
modes were: hates nied exerts ae 
codes Eee Stet heights a excites ee 
crates = lets eTOCs NOUICemN 85 -- 


81 
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EXERCISE 69. As ¢ is used to express 7#, ts is employed to ex- 
press its and if is. This is an important phrase method, which 
enters very largely into your work and will enable you to avoid 
many pen-liftings. Give careful attention and practice to the 
exercise. 


andlits, and it 1s -2--< Cm ieee how its, how it is ee 


andrit is not; ” ss=-= >... how it is possible =.= eee 


know its, know 


and itis for us to-=-45 Ay i Pie. 
and it is possible -. apes ar knowitis 0t  ‘s-a-5.5 mene ae 
and jtas time, 7-22-54 1 AAAS that its, that it is eee eee 
RE Fe ane ae that it is neces- \ 

dedeSe Tht 1S any Bees Coo te ey ee 

sary 

if it is possible ae aiterits after itis... cea 
see its, seeitis ____- <2 c.__ Therelits, here itis) eae 


Rule 30. The circle is turned on the irregular side initially for 
the prefixes dis and des. 

EXERCISE 70. Your knowledge of which is the regular and 
which is the irregular side of a character should be so thorough that 
you will never hesitate in applying the rule. Develop this knowl- 
edge through the practice of this, and all other exercises illustrating 
the joinings of circles and loops. 


Gistantys.so = distend _o7 ___ dismiss Joe 


distances <0 =~ destroy _p_ dismissal gq —-7_ 
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dismount “ag----- disappoint | — _ discern One 
dispel Sos indispensable as disciple Shee 
dispatch ae desolate foe ; disguise Apes 
despot — __ disloyal ee disgust HS 
disappear — dislodge or dismayed 3.27 


EXERCISE 71. When dis precedes a, e, 1, u,k, h, pl, and &l, it 
may be turned on the regular side. It is optional whether you 
turn dis on the regular or irregular side of these characters. Turn- 
ing it on the regular side does not conflict with any other use of the 
circle and greatly facilitates your writing. 


disaster 62... disuse -.Se.... dishonor _- a 
disagree 5A Ae. disinherit <7. dishonest _.- eG 
disagreeable 6@__.. discount ee disp ]ayeue eee 
disease fo oe ee eCISCOTs. ye disclose sax ee 
disentangle °Y? ____ discuss Sabet displease __&_-__ 
disincline _.4--—.. discover ~. woes discipline _e _ 


Rule 31. The loop is turned on the irregular side of characters 
to express the combined sounds of ¢/ and dl. 

EXERCISE 72. The instructions for practice given under exer- 
cise 70 apply with equal force to this exercise. Pronounce the 
combinations as the syllables “‘tul” and “dul.” 


84 


gentle 
fatal 

fiddle 
cattle 


scuttle 


metal, medal ___o 


middle 


Rule 32. 


Se = Ee 


ROWE SHORTHAND 


model 


vital 


needle 


settle 


settler 


total 


title 
peddle 
spindle 
little 
handle 
hotel 


detail 


peated orate td 


When ith follows a character to which it will not join 
easily, it is expressed by a slight retracing on the under side of 
the character. 


EXERCISE 73. You have become familiar with this form by 


your phrasing of “the.” 


ith is always used initially. 


faith 
faithful 
myth 
moth 
mother 


smother 


---->--- 


father 


north 


south 


lath 


lather 


leather 


weather 


other 


Remember that the alphabetic form of 


ia 


otherwise _ Lee ie 


path 
neither 


method 
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Rule 33. Slope the d, br, bl or pl, g, gr, gl or kl, in the opposite 
direction to that of their normal slant to add the sound of ish. 

Exercise 74. The following list comprises nearly all the words 
that are written according to this rule. Practice the exercise until 
you are thoroughly familiar with the application of the rule. 


bush cara brutish Spe clash mean Fs 

Brish _....._. splash pee ee Pgtish ae Aas 
ay ” 

banish elhoe rig hit ie eee, establish eke. os 

o 

bashful Bites, _ gash ___’____ establishment pase 

DUImIsSH __ abt) ie easiest publish a te 
\\ ¥ ™o 

British oe ye gracious ee aoe garish ee! ee 


” 


Rule 34. The ish, wha, oi and ou are diminished to add /. 
Exercise 75. In diminishing these characters be careful to 
preserve their distinct forms. 


shall ~—— while ee oil eS ee ae 
shell a ee wheel “aie: owl WW a Be 
shrill oe role ee <2 special aie ede 
shallow =<. wholesale _ ee financiale: sea eee 


shelter ‘ wholesome social 
a 
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Rule 35. Since the w is never used as an extending factor, it 
naturally blends with the ¢ and d, forming the coalescents tw and 
dw, both consonants being read before the vowel. 

Exercise 76. This list contains all the common words in which 
w coalesces with fand d. Practice according to instructions given 
in previous lessons. 


twist Se twinge -.<l. dwindle yee 
twitch ope og ty eae wart ee 


twill fee) Uwinkle : eee tweezers Lee 


twine es dwell LF tweed eee 


Phrases. 


EXERCISE 77. Practice these phrases according to instructions 
given in previous lessons. 


shall it ECs ee any other Swe le it shall 
i 7 \S | A 
clave okey Cuernye Omer. Se it shall not 
oe y —— me S = not [eee 
shall not ann A he shall a eeshialllsinave 
ae 
shall have <—— _ heshallnot ~~ =—_._ weshall ea 
shall be 5S ceo he shallhave’ --=~ weshallnow So -ms 


shall be there O\__ they shall Seas we-siall haves) ie ae 


one other ene they shall not 5 ; “you shall SS 


some other __ they shall have ~s—. you shall have 
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SENTENCES 


EXERCISE 78. Practice these sentences until you can write 
them at the rate of 75 words per minute. Omit the words in 
brackets. : 


Gentlemen: Your-favor (of the) 26th ult. has-been-received. 


We dislike to disappoint you, but-we-do-not see how-it-is-possible 


Re 


for-us-to-make settlement as-you-request. 


gross-of special twine and three twist drills. Hepromised to-make 


=a on g=<2 - sigue Te en 


prompt shipment, and-it-is-time-the goods-were here. 
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Does your establishment publish-a magazine known-as ‘“The 


New South?” It-seems that-they could settle their dispute with- 


: y = 


out such-a display-of anger. As-soon-as-it-is-possible to establish 


LESSON ELEVEN 


44. Omission of initial syllables. The mtial syllable of cer- 
tain words may be dropped, thereby adding much to speed and 
ease in writing without impairing the legibility of the outline. The 
omission of the initial syllable may be indicated by writing the 
remaining part of the word close to the preceding outline. This, 
however, is not essential, and may be disregarded. 

Exercise 79. Practice the exercise until you have memorized it: 


account oe aaistment..- e268 again ae aes 
accountant nye adjacent: _s a) a gainst 2 On 
Accountable ===. abundant =<). another Ee ese 
as ae 
acknowledge_______ abundance _______—S—s annoy eed) 
{2° 
among eee et, Faway __—<___ amnoyance - poem 
about eee avaLe ee apology 9 aaa 
G “ps 
adopt mes amount. ADOlLOSIZe) aaa 
ao ee ea 
adapt AD arrive pnclone “er 
apt we =---- oa IT CLOSE  # 
amend Piss “above inclosure  --we=squ- 
is Ts 
amendment _ oe achieve ipa entitle --o------ 
adjust Boe os achievement je enjoin -|. eee 
Jd 


89 


90 ROWE SHORTHAND 


engage RAR opinion oo responsible — 


engagement __}_____ require --f-- ne 6YESpect Se 


endeavor A requirement -- Aa 


Vowel words. 


ExeErcIsE 80. In the following list of words the only sounded 
vowels are initial and are expressed by vowel characters. Write 
these words just above the base line. 


aid pa wee angle wee ae oa k ee 
ail Ie oa ill sof... oath eee 
air Ly eens = inch Nee Woe sae odd -->---- 
arm Peed RL CASe Seeea a TOLD Sa 
art ee CAG, 20225. 0026 Sy aeae 
article oe ley eee 8) 5) ee ne Old = eee 
ash eG ee edge BSN Eee ought, Me Eis 8 
*able er ef egg eNOS SE Noe 
*ample eye eee eel Ben SUSE LUI pe 


axe -X-- earn Rape a Pre STEM! eee 


ice, eyes [ee Seas Cailins Calera. Ten S LG: “i eae 


“In the words able and ample, the bl hook is arbitrarily turned on the under 
side to facilitate the writing. 
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45. Phrasing. The following exercises illustrate the phrasing 
of numerals and the expressions that are frequently used in con- 
nection with them. 

_ Exercise 81. Thedis written below and to the right of a figure 
to express dollars; above and to the right of a figure to express days. 


five dollars Sy, ees five days ae. wa ae 


EXERCISE 82. The p is joined to a figure to express per cent. 
It is written to the right of a figure to express pounds. 


ten per cent oie aa twenty pounds RAO E 


fifteen per cent - Loee. fifty pounds yi 2. ee 


EXERCISE 83. Hundreds, thousands and millions are expressed 
by joining their initial letters to numerals. 


six hundred 


three hundred __- G Pierre! thousand .__-- MES 
nine hundred , 

fifteen hundred __- VG. ee. dollars - 2 5a 

four hundred fee, fen millions |) ase. AGE oe 

ten thousand ye: TAOS au three million PR Ree gs 


EXERCISE 84. The mis written below and to the right of a figure 
to express months; above and to the right to express minutes. 


six months Ore filteen minutes aa LO es 


five months / Rt 
and seven days 22.7. >) tenminates: © 2. IB rape 
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EXERCISE 85. The ¢is written above and to the right of a figure 
to express feet. Two ?’s express inches. 


ten feet = (2). EO ae eight inches iO ee 
two feet and 
twenty-five feet 25’  __ {wo inches | 2.5 ee 
SENTENCES 


EXERCISE 86. Practice these sentences until you can write 
them at the rate of eighty words per minute. 


In-our opinion, it-would-be-a fatal mistake to adopt-the amend- 


ment. We-wish to-apologize for-the annoyance we-have caused- 
you in-the adjustment-of this-matter. 


a ie a 


For immediate payment, we-will discount your note 20 per cent. 


LG Ese ae ee) eS Eee Oey SE LOS Cae Ree 
a ae 
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Your-order for three-million-feet (of) Ash calls for-the shipment- 


of five-hundred-thousand-feet every three-months. 


CL eee ia ae) Ie El eat ee ee, eS 


The usual discount-on jobbers’ orders is 15 per cent, when-the 


Bee. \ Se of ee ne My nee a te 
order-is for fifty-pounds or less; 10 per cent, when-it amounts-to 
ON i A Pd 


more-than 100-pounds. We-shall endeavor-to arrange matters so- 


LESSON TWELVE 


46. There are a great many verbs having as a termination the 
sound of kt. These verbs are inflected by adding the syllables 
ed, ing, ion and ive, as select, selected, selecting, selection and selec- 
tive. There are so many such words that it is desirable to have a 
rule for expressing the terminal sounds of their inflected forms, as 
well as the sound of ké which terminates the verb. 

Rule 36. Write the first syllable of k# words according to pre- 
viously given rules; detach the character representing the begin- 
ning sound of the syllable that terminates in ké, and write it under- 
neath the first syllable to express the Rt. 

Example: In the word select, the first syllable is formed by writ- 
ing s on the e position, se—; /, the beginning sound of the kf 
syllable, is detached and written underneath se, in the ké position, 
thereby indicating the kt sound, thus, se-lect ~z<. The outline 
for select is also written and read for selected, selecting, selection 
and selective, as the context will readily determine which form of 
the word is used. 

Exercise 87. The value of this principle and your ability to 
apply it will be determined by the way you practice. You must 
associate each termination with the outline both in writing and 
reading the following exercise. 


connect -ed-ing-ion-ive.-.,----- detract -ed-ing-ion-ive__.--_. 


contract -ed-ing-ion-ive.-_,--___ deduct -ed-ing-ion-ive _ /--. 

conduct -ed-ing-ion-ive. nyo deflect -ed-ing-ion-ive __4___- 
construct -ed-ing-ion-ive. “% Lee direct -ed-ing-ion-ive__ ay Be 
detect -ed-ing-ion-ive_7Z_____ elect -ed-ing-ion-ive _< 
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erect -ed-ing-ion-ive \_- protect -ed-ing-ion-ive essere 
j / 
eject -ed-ing-ion-ive > ... protract -ed-ing-ion-ive -_.-_- 
~ 
qf 
induct -ed-ing-ion-ive ~_._ predict -ed-ing-ion-ive > 
inflict -ed-ing-ion-ive 4% __ reject -ed-ing-ion-ive -S------ 
instruct -ed-ing-ion-ive ees retract -ed-ing-ion-ive yen 
inspect -ed-ing-ion-ive | oe reflect -ed-ing-ion-ive Nyeeae 
inject -ed-ing-ion-ive __ + ere restrict -ed-ing-ion-ive__>, ae 


EXERCISE 88. Other letters or syllables following the terminal 
kt sound are expressed by joining them to the detached syllable. 


selections ~~. director fgsnes CONNECtions = aes 
ere) 
Blecinicalus as=-¢.. directness _ 7.1, _ malefactors __=>.___ 
Bas De : 


EXERCISE 89. The kfrule may be applied to words of one sylla- 
ble, such as act, fact, etc., by writing the first letter of the word 
underneath the preceding word, as illustrated in the following 


phrases. 


we will act ~~...  thistact 4 ae 
we have acted =~ > owing to the fact tyne 
he acts PEP thissectionns: Gl) 2es= eee 
Wee - Pee 
he is acting me. _ this market eee 
their acting an in, the marker yee 
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please execute oe, we are able to execute" | 
we will execute ae we are in the market _%__ 
SENTENCES 


EXERCISE 90. Practice these sentences until you can write them 
at the rate of 80 words per minute. 


Dear-Sir: We-are-in-the-market for-a special twill cloth, as-per 


a ea 


sample shown herewith. We-will-execute your-order immediately. 


have-acted on-our-own judgment in-the-matter. 


Soh cee MA ape Aaa", Bee tee ee eh en 


Owing: to-the-fact that-we-are-unable to-form-the proper con- 


BR ee ee ae ne a ae 
nections with foreign houses, we-must decline to-book-orders for 
a Ee SE EO re EA, Cee es, Se 
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the-fact that-we-are-unable-to-execute your entire order. 


=--3€ = ee = SS er oe Sees ee 


= Ei eee a ee 4. ew 


stockholders. The manufacturers-of this-section object-to-the re- 


ee a ee ee peer oe 


strictions placed upon them by-the Government. 


WORD STRUCTURE AND RULE FOR OUTLINING 


47. The preceding lessons have fully directed the student in 
the first two steps of shorthand writing; namely, (a) that of form- 
ing primary syllables by writing alphabetic consonants on the vowel 
positions, and (b) the extension of these syllables by the methods 
illustrated. 

The rules for syllable extension have operated, not only in form- 
ing brief, legible outlines, but in expressing all the. sounds of syl- 
lables by forms that clearly indicate syllable completeness; that is, 
correctly formed outlines always show where one syllable ends 
and another begins. This feature is illustrated in the words traps 
and trapeze. Both of these words have as a base the primary 
syllable tra _7_ ; the extension of ra into another complete syllable 
terminating in the sounds ps is shown by using the extension forms 
of p and s, thus, traps _#_; whereas, if the alphabetic p and the 
expedient s were used, the outline would indicate a two syllable 
word, the first syllable being ¢ra, and the second syllable beginning 
with p followed by a vowel and terminated by s, thus, tra-pes —, 
trapeze. This feature illustrates the strength and naturalness of 
the system, and how thoroughly every situation is provided for. 
It results in a natural differentiation of words having the same com- 
binations of consonants, but differing as to their syllabication. In 
other systems, such words are either written alike, or arbitrarily 
distinguished. 

Another important result: The primary syllables, and those that 
are formed by the different extension methods, constitute root, or 
stem outlines. The same combination of sounds is always repre- 
sented by the same stem outline, and outlines for derivative words 
having the same sfem sound are formed by building to the stem 
outline. This is illustrated by the syllable seed ~~, which is the 
stem outline for such words as recede, intercede, concede, proceed, 


exceed, etc. ; 
98 
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The following section of this text gives instructions for prefix 
and suffix representation, but the student needs to bear in mind 
that the more important features of his work have been given, and 
that he should be able to instantly outline the sten: of any word. 
To that end you should put into practice the following rule for 
outlining. 

Rule: Write the word in longhand, spelling it as it should be 
spelled; determine which vowel is to be expressed by position and 
the consonant that is to be written on position to indicate the vowel. 
Cancel all other vowels and silent consonants. This leaves the 
sounds that are to be expressed by. the shorthand outline. Re- 
write the word in longhand, using only the letters that were not 
cancelled, and then outline it in shorthand by writing the vowel- 
indicating consonant on position, and combining the consonant 
sounds that follow by applying the rules of contraction that are 
indicated, or, if the combination is expressed in an alphabetic form, 
by using it. 

Example: Principle—the first 7 in this word is expressed by posi- 
tion, the pr is the consonant that is written on position to indicate 
1, hence the remaining 7 and e are cancelled, leaving the following 
combination, princpl. Note that the z is followed by n; pr, being 
a long character, is lengthened for this 7 sound. ‘Then follows the 
sound of s, which in turn is followed by #/, hence, we have the fol- 
lowing: pr written on the z position, prz; lengthened for n, prin; 
further extended by the expedient s, prins; the final sound of #1 is 
expressed by the alphabetic pl, prinsp] ~~<s5. Thisrule for out- 
lining will apply to all root words, and its observance will always 
result in simple, legible, analogous outlines. 


LESSON THIRTEEN 


48. Attached prefixes. This lesson introduces the third and 
last step in shorthand writing; namely, that of prefix and suffix 
representation. 

From an English viewpoint, the suggestion of prefix or suffix 
presupposes an already existing root, or stem word. The same is 
true in this system of shorthand. By an application of the pre- 
ceding principles, the root, or stem outlines of all the words of 
the language are formed, and by the use of prefixes and suffixes, 
these stem outlines are preserved. 

Prefixes are not written with reference to vowel positions, but 
relative to the stem outline. A prefix may be the result of an 
application of some principle, such as the shortening of medium 
characters to express the sounds of m or 2, forming such prefixes as 
am, an, etc., or it may be arbitrarily expressed. There are two 
kinds of prefixes—attached and detached. 

An attached prefix is one that is connected to the stem outline 
without lifting the pen. A detached prefix is one that is written 
relative to the stem outline, either before or through it, the 
prefix and stem outline being separate strokes. 


EXERCISE 91. A, ad, af, and at—expressed by a, attached, 
written either upward or downward. 


abate 57h “avail Se atiair Rast 

abide of} adhere ifgan ay ailable ee 

agree Bats admire Ao atilables 7 ae 

ago arpa admirable 25 ___. affirm i Ze 

across ae admit Wom Hanord Bop 
100 


Atlantic 


atmosphere ¢____ 


attain Z 


attainable Zz Sas 


EXERCISE 92. 


afterglow 


aftermath -- 


EXERCISE 93. 


albino : v4 Zo 
lotic’ 
albumen -_----_-- 
“a 
allege ee 


allegiance Pa! ee 


alliance a og 
lve eens a 

ae 
allow 
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allude See eee 
almost -=p---- 
alphabet 2... 
also oe 
always as ee 
Although “ee aeee 
res 
elbow --yy---- 
elegant sane 


element 
elevate 
illegal 
illegible 
illicit 
illogical 
illimitable 


illumine 


attend _¢._.. attribute oe Soe 

attends, at- 
: E attached 4 

tendance 
attest r2 attachment Fale oe 
attire : Ee _ attempt wy 21,8 

After—expressed by the word-sign. 
dads afternoon - ~----; f--------- 
- S ---=-- afterthought 


oe 


Al, el and il—expressed by the large loop. 
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EXERCISE 94. As—expressed by the word-sign. 
asbestos 6X, _... assert 2.4. *assimilable f Sepa = 


ascend ---<f-. assess eS ee SEs Qu. 102m 


ascertain 2.14. assessment ..<~% assistance aye 


ascribe Rhu... “assessable 22 2. assistant -@aso=ee 
4 i=) 

ACS Cre pe ete assessor .©& 2... assort = 

assaults... Sas assign One een OCSOLLeEG eee 

SSO Vee SEeesas assignment... assortment wou 


assemble .22_ assignable 35) assume 


assent S72, PASSIPNON «(6 Ay assures 2 


*See Rule 7. 


EXERCISE 95. Be—expressed by the } written in a more slant- 


ing manner. . 

because eae begun Soy ee between 2 
A> , 

befall Pee koe ges behind 2 Woo -.. beneath ~~. 

before -pss- > IANO. ee beside pesos 

begin =4242-.. belittle p52 beseech) (,c<s am 


pesatie, 8 iE So belones sae __._. beheld ae 
Qu) 
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EXERCISE 96. 
ened, attached. 


combine 


27-2, compel ee 
comfort =eeeeee COME SSS 
wy p a= 
comfortable’ ._.,.-.. complacent .—~—~. 
committal Zea Complex ee 
command _Z____ compromise ~ 
commend =. compute ee 
comment Ze concord P< P ees 
er 
commit eyo =, conerete See 
Eommonplace ....-.--- CONCUT NN eee ees 
=A 
commercial - +-"__. confess nee 
OumeayeaY) confine Sapa ee 
ROmIMUte = 2222.2. comlorm” Fe. = =. 
are . 
compress _>>- confront  ..,5----- 
compare ie contuse, | Peas: 
comprise Ny: consent UR? 
compete _>e. conceal ee 


_ consist 


103 


Com, con, co and cor—expressed by k, short- 


concern eee 
concert ero. 

concise ee ee 
consider 7 


considerable neg 


consign 


consult 


AS 
GONS UT Cis 

bee 
consumer |... 

nN 
constant -»* 2, = ae eee 
constrain © _ 
contrive ese 
control Oe ee 
converse 
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convert eee Weems COLMPUP i see eee 
to) ao , p oF 
cohere ieee | CoLrode Pe ae ee corrigible w_____- 
2 an 
Colom COLES PON Cae ane cornpuscle: eas 


EXERCISE 97. De—expressed by d written in a more slanting 
manner. 


debar ae defer e4m-2-. delay i 

debase Tce. decide --<_.- denote Wee EN .. 

detach alan define Aree re deposit es a é 
: 2 

denounce . a. detain atos2--, / depleted a a 


EXERCISE 98. £, ed and ef—expressed by e. 


elapse Eee evade ak. edifice aces 


elicit ao. event = edible sone 
elope Fcgeae eMed go) | efface aoe 
eludes). Wis-te=ss evince esos Cllemlmate so yee 
ee 
emerge 5. __ evolve are effort > 
emit aoe Te VOKE Wee effuse ae 
EXERCISE 99. Enter—expressed by the word-sign. 
enterprise § ____ se eee se entertaincds) = ames ee 


entertain ay entertainment Y 
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ExeErcIsE 100. ver, every and effer—expressed by the word- 
sign. 


everlasting OO everywhere ha) 


EVveELMOre: | ss aes Cee GUSWESCS — No. 


EXERCISE 101. Hx—expressed by x. 


express wee SS = extra oa Ss fara st 
expense nie SE expire c= ee 


EXERCISE 102. Jnter, intel and intro—expressed by 7, short- 
ened, shaded and written downward. 


interfere ---x _._, interior ee eee 
intermingle --2,-__.. interminable ..22----. intellect ..2<7?__. 
intervene --2—-— interim ee intellectual ..2<2__ 
Pntérest- .9__._- intermit _.2,---- intelligence yen f 
interpose ate TaLerval) iesesae introduce oa 


EXERCISE 103. O and of—expressed by o. 
omen office gee OL set eae 


Emit fee, oficial Pe OMEN 


offense xe ee Onicer —-~ey- offshoot 


offer Sa..  Officious we offhand ae 
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EXERCISE 104. Re—expressed by 7, shaded. 


rebate N73. relate eee *repent 
rebel 8@ix.- relieve S<<7_-> “result 
rebound a remain Neass=22) * reserve 
*recall x2... “realize <—<2--— “resort 
*recant PENT ee remark en ee *resent 
Srecelpt. 4 -7e> ae remiss \»----- *resemble 
*record wn remit N----- *resist 
*recede 5+ remittance \-2---- *recess 
redeem _\~._.. remote +--~-- *resolve 
FETUSES |. cet TCHOUNCE)  steeae a- *resume 
war) ONT 
refund ao renew scctts- respond 
regain . & aoa es *repel “Ss . return 
regard is aa *repeat — PeeeECtanll 
regret %W_.. *reproach 


ee Teves 
SR 


*Strike re backward before k, s, and p. 
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EXERCISE 105. Under—expressed by the word-sign. 


undergo od under-rate ass: angen 

underhand es Cs is fae: carr gee eens 

underground Es. 1 es understand _ Q 

BQeTNE = = awe, ee Seer sunderstood =—______ 5 ain: 

underneath ---S==p----. undertake Peete of She 
SENTENCES 


EXERCISE 106. Practice these sentences until you can write 
them at the rate of 90 words per minute. 


Your-favor (of the) 16th inst. is-at-hand, with-prices and terms, 


as-soon-as-we-had hoped. 


a eae Monn ann nnn rn nn nana 


We-never-had-a complaint before from any-of-our customers. 
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We-are-unable to manufacture-the goods fast-enough to satisfy 


the demand of-our customers. 


oe Ni Ss en eae ne OE ee eee eae ae 


We-respectfully-call to-your notice statement-of-account ren- 


dered, and request-you to-make-us a remittance at-your earliest 


ee WR 6. 


convenience. Are we-to understand by-your silence that-you 


refuse-to-abide by-the rules, as adopted by-the official board? 


Ee ee en ee 2 oe 


eater ee a= x2 se aN sg el ee ee 
We always wish-to-be-on-the side-of justice, therefore, we-shall 
es 4 se Se SS Pee ac Pee ea) Se ne 


others. 


LESSON FOURTEEN 


49. Attached suffixes. In the following’ exercises it will be 
observed that the character which represents the important sound 
of the suffix is used to express the entire syllable. 

(a) YV,tyanddy,pronouncedi?,ti,and di, are expressed by the 7. 

(b) When y follows a circle or loop, it is expressed by extending 
the circle or loop very slightly across the stem. 

(c) The suffix ward is expressed by the w, shaded and written 
downward. 

(d) Shun is expressed by slightly straightening the ish or wha. 
The ish is used for this suffix, except after hooks and the ¢ and d, 
when wha is used. 

(e) Following a circle or loop, the shun may be written either 
upward or downward. 

(f) Ration is expressed by shading the shun. 

(g) Shuns is formed by adding s, and shun-al by adding /, to 
shun. 

(h) Shiate, shiated, shiating, shiation and shiative are expressed 
by writing shun upward. 

(t) Ishis expressed by the ish character. 

(7) Ism and asm are expressed by the expedient s joined to m. 

Do not spell these suffixes, but pronounce them, and when one 
sign is given several syllable values, learn it for each syllable. 

EXERCISE 107. Y, ¢y and dy—expressed by the 7, written 
either upward or downward. 


tawny ~.... artificially ee Poe teaay, EN alot 
Sivan) officially -+.. seedy 7 -- 
sorry ~ecasy needy 7 happy a Leis 
enmity ee scanty ot 7 ae copy oer aaa 
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EXERCISE 108. Ry, try and dry—shade the y ending. 


Giri | nes laboaeay lor 6 ae 
weary eee tatty Sy eta wintry ea / 
flattery see SCOLLY: yy Uby, Oy oe 


EXERCISE 109. By—join the y ending to 6. 
baby neg whereby ------ anybody --)--=- 


hereby Bee HOWOdY | = -=22=s7 f) everybody =o. 


Exercise 110. Bly, ply, bility and pality—join the y ending 
to Ol or pl. 


principally, prin; : 
favorably 2372 EN es 0 
TOrciDlyveen is | eee apc peaceably Ane 20: ah 
HOPTIDIY Tegtiee Wek Se eee nee adaptability _----- 3. Sees 
a P y 

reply Bee Noe eee affably, affability ---- Se 
: advisably, advis- 

ey wnnnaginnnnane, ability =~" a 

; notably, nota- 
simply Ue eos ae bility naa aaa? = Sa 
multiply sR Sao ee impenetrability -____ aa ae 
ee 
Doesnt i-ep asa: Ee Se) plausibility er: 


bility 
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EXERCISE 111. Ly, sty and cy—expressed by extending the 
circle or loop very slightly across the stem. 


EAVELy) | she mantully 22>). intensity. . 0 22 
early ey aus fartntully sce | scarcity: fee 
excellently See thankfully _ ay capacity .»9__ 


extremely oe wilfully Gi Mee ee adversity _476_- 


kindly ee truthfully ae immensity 2s. 

lately lee iste ee iIndustty see 
6 XK 

likely ee Sty een ae fancy Ade Sher 
a 

cheerfully £&___-__ curiosity ae hesitancy as 


EXERCISE 112. Cy is also used for zy and Sly. 


hazy Ve | oa fiercely os... harmoniously <7 ___—. 
lazy : ween __ vigorously =p -- inversely ae 
Bees generously go __ conversely ae. e 


clumsily 95 —¢ 


EXERCISE 113. Fy, vy and thy—expressed by making the f, 
v and ith more curving. 


fortify qualify : es = glorify 


a —y— 
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certify ~~... silvery Numy_ slavery Psi 
justify Sees RV ELY. Ca... wealthy —... 
specify See » btavery: | <a: sympathy __.. 


ratify Zed divinity Vee theory Dea 
navy SeSe Se WA Ys =n theoretical ar 


EXERCISE 114. Ward—expressed by w, written downward and 
shaded. 


aiterwatd) asia ss § See. Eastward ae a sees 
inward as, eng Southward i 
onward in eS PeTOrWATC. 4 he Saaee > Rei 
BOWATO Ss | Boia : ae les straightforward ____- 29 haere fe) 


wayward ae =f. -/ Pabackward, 7 (7s g eats 


EXERCISE 115. Shwn—expressed by slightly straightening the 
ish and wha. . 


nation aay om addition . feo ecilepation: aes th lacn 
mention | oe edition a ca) ‘attention’ =-i¢7e 
evasion -Y explanation 5 intention <4: 
division. oti _.. exclamation ee distinction --- oe 
question of __.. elevation —- Peeeiction ad 3 = 


petition — A 
condition _ oi a 
rendition 7 cs 


*See Rule 7. 


sedition 
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*dispensation ____—~ pliysician 2 (2 

*position.~ 2-2. 268. remission -- oe as 

Mimposition, =) aes. auction 3 -G-- 2 
ec 

HpulsiOne sake eae auctioneer _- C3, me 


EXERCISE 116. Shuns and shunal—expressed by adding s 


and / to shun. 


emotions ee 


intimations aa ces 


missions . a 
stations™ -,-C-..=2: 
GISCUSSIONS =o == 


resolutions - woe. 


cautions _--G----. factions 


rational 


additional _ ve pene exceptional __ S- 2 


sectional ae Internatone| aaa cae 


eS. 
eT ec ee 
emotiona oe 


ye re are traditions 


national devotional 


ee ee 


suctions 


EXERCISE 117. Ration—expressed by shading shun. 


admiration oe x a 


toleration 225-2 E 
pee | 


ee ae vibration ae 
separation .>—--. inspiration re 
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EXERCISE 118. Shiate, shiated, shiating, shiation, shiative—ex- 
pressed by writing the shun upward. 


associate-ed-ing- 
tion 

negotiate-ed-ing- 
tion 


EXERCISE 119. 


angularly. 


a 


denunciation 


appreciation 


Self and selves—expressed by joining the circle 


himself be 2 myself 


herself Syren 


EXERCISE 120. 


mannish 


Trish 


*See Rule 7. 


EXERCISE 121. 


plagiarism 
egotism 


officialism 


ourselves 


eee) thyself ~~ 
A ;-..- themselves Se 


Ish—expressed by the ish character. 


Ism and asm—expressed by sm. 


eee peeeaa ts 


*foolish 


*polish 


conservatism 
atheism 


enthusiasm 
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A COMPLETE LIST OF YOU AND YOUR PHRASES 


Exercise 122. The following is a complete list of words that 
are written on the w position to suggest a following you or your. A 
partial list was given in Lesson 6. aed 


to you, your and you, your -~—_—------------+-- 
/ a 
do you, your -----.-....... after you, your —=~>_----- ee 
did you, your --------- Will-you, your!“ -Saeseeeeees as 
bp 
myou,your ....----- replying to you, your -------------- 
oe we 
have you, your _ in reply to you, your -------,------ 
ae a, 
for you, your .. answering you, your -------------- 
a fe 


from you, your se, DM answer to you, your.2-22. 2 


SENTENCES 


Exercise 123. Practice these sentencesvuntil you can write 
them at the rate of 90 words per minute. 


If-you-will faithfully and intelligently follow-the study-of short- 
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question, and insist-upon-a straightforward statement-of-your in- 


tentions. His position, to-say-the least, is rather dangerous. 


that-we made-a-mistake in shipping your-goods. 


Dae whe Se 


Owing-to-your-failure to specify sizes-of-the various items in- 


2 I aeerte eP etn Ce ee 


mation was given. The goods-have-been forwarded to-you to- 


ee 


re 5 oi aia deat CG -DE ~~ 22 =- 6 e 2) a ae ae 
day per American Express. 


LESSON FIFTEEN 


50. Detached prefixes. As stated in a previous lesson, a de- 
tached prefix is one that is written relative to the stem outline 
either before or through it, the prefix and the stem outline consti- 
tuting separate strokes. 

Unless a prefix results from an mote of one of the rules of 
contraction, it is expressed by an arbitrary sign, and as such must 
be memorized for the syllable or syllables it represents. 

EXERCISE 124. Ac, oc, ab, 0b, ap, ob—expressed by a dot placed 
immediately before the stem outline. 


accede eee ea bSurd Sapna rs ea kA 
—7 
accept eae) POHSCUTEN | At eee eee 
SCLIN 
acceptable eee ee opserve eee 
CCOLG Mae. | es ee obtain ee ee 
“nd 
accurate Tee SS eee _--. obviate EE 
AGCEUS@) 9 see ‘aah pe ee obvious . ieee 
Qsije A appear a 
A 
occupy a appease a) ea ee 
ajolvejie © — aes peer appliance AB POS A 
abrogate ee appoint eae 
absolute Se ee oppose ea 


abscond eenage none oppress Ss, Daa eee 
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EXERCISE 125. 


antecedent 


antedate 


ante mortem 


anterior 


EXERCISE 1206. 


circular 
circularity 
circulate 


circulation 


EXERCISE 127. 


eccentric 
epicure 
epidemic 
epilogue 
episode 
ignite 


ignoble 
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Ante, anti—expressed by ant. 


Rae Eas he eeantidote 


aie Yee _.. antipathy 

stake f.~----. antiquated 

Beever tes antiquity 
a 


Circu, circum—expressed by the s. 


aes ~—______ circumference 

ee circumlocution 

eee a eee) = circuniex 
YL circumscribe 


eee Swe ZO sae 


Ec, ep, epi and ig—expressed by a comma. 


Leet eef as | Snobly, 

Lr eae eae ignominious 
2A 

Rees: »w—Y_.... ignominy 
Sos o ee RICTIOTE 
eee 8 

aes ay -- 1gnorant 

ee jew ignoranthy 

meee yexzy---. ignoramus 


es, 


EXERCISE 128. 


equable 


equableness_ ras 


x 


ee ee 


equanimity _/ 


equation 


equability 


equator 
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Ay 


equidistant 22.2): 


equiform 


ee 


equipage Ws; ae 


equinox 


equipoise 


119 


Equa, equi and equiv.—expressed by the gq. 


€qUita blew 2-22 aeee 
equity a fp aes 
equivalent ee 
equivocal 77 

equivocate A ae: 


aiitiee sin 2S ae? 


EXERCISE 129. Om and omni—expressed by the o. 


omelet Sen 
omniform - oe 
omnific 


omnibus 


ommnipopent Ss 5-- =- 


omniscient sone" 


omnium 


See 


: S : 
-_——- omnipresent \-~»—~ omnivorous \¥—<--& 


Exercise 130. Per, pur and pre—expressed by the 0. 


perceive 
perceptiblea_9___ 


perchance 


persuade 


perform 


permanent 

permit Goan 
pernicious _ Ot 
perpetual LS 
purltetl ae eee ees 


eae yoihd loyhe 


purport fie 
aoe 
PULpOse ane =e 
Tp 
purposeiula 
DUrSUCy Aenea 
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PUTSUIC | eee eee te precocious. oes prescribe q>___- 
. 
purvey Gro. predetermine: ae DRESENt yam 
DUEVIeWs hans prelude lange fans. preserve Q2— 
a7 


precarious *A,__. premium Axcis. preside Qe 


precautious <s prepare Ce presume 


precede Qa 72) prepay. C= pretend 2708 


precedence Q_z... prepossess ae pretext 7 
precise AQ 2-.. preposterous a. prevent Lr 


preclude previous 


EXERCISE 131. Pro—expressed by the Or. 


proceed BOD ef ePLOCUIE, © Go eek nae: Prolong: — jie é 
os AY " a? 
procedure” -@Qo 7 produce, ye a= promote > 
S 
proclaim 42>... ‘proficient - a pronounce” 2 sae 


roclivit Joes jeorowmel. rovide Be 
p y Ae a p a 


procrastinate. “292— profuse provisional Mage 


EXERCISE 131a. Quad-ri—expressed by gd. 


quadrilateral 2 quadrangle _>4—> quadruple ie 
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EXERCISE 132. Sub, sup, suc, suf, sur and sus—expressed by 
the sta. 


Bupdivide ~ O4——— supplant ._OS—> suffuse 


Ge 
supplement Osc-___ surpass ee 


BUbdUe ~~ ...2.-._- ee SUT DAS Sai ene eae 
ye 

sublime Soa support cae __ surprise SS 

submit ene suppose canes Survey = CES 

subordinateQ~ ___. SUCcINnCt ques survive — 


subsequent ee succor eu susceptible QO __. 


subscribe Oap-- succumb “osc suspend oe 


*substance a suffer _@>-___ suspicion ae Jae 


*substantial°—e__ suffice @o--. Sustain ce 


*This prefix may be joined to a stem outline that begins’ with sta or the 
circle s. 


EXERCISE 133. Super and subter—expressed by the sér. 


supercilious pe hae supersede Sed Onecare 


Buperiicial = * 2.2. Gayccs-) SUpervene © | ae! Oras 
superimpose Ba os : supervisor pee On ee 
superinduce : _ subterfuge coe eR ee 


superintend ot OF eee _ subterranean 7 co + 
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EXERCISE 134. Tran and trans—expressed by the #. 


tranquil ¥ ah rhe": 
tranquility - = a 
transaction _47__-. 
transcend eo we 
transcribe ._95__- 


transcription _¢5.--. 


51. The negative sign. 


transfer ae Pe, 
transferable een 
transform 
ees 
transformation —s_—__ 
oa 
_ transgress 6 BOA 
transit Se ae 


translate  _477__ 
tratismit - oye 
transparent Pr 
transpire Aa 
transport - ee - 
transpose 


Some of the negative prefixes will 


not join readily to the outlines of a few positive words, and in order 
to preserve the analogy of these outlinesa negative sign is employed. 


Rule 37. 


Write the r through the latter part of an outline, 


either a word or phrase, to express its negative meaning. 


EXERCISE 135. 


lawful Pons 
unlawful —~___ 
certain =z __ 
uncertain ~—4#__ 
wise cb ee 
Einwiseo eee... 


ULUStE an at Mees ee 
oS 
mistrust Wee eos 
y 
ADDO VE) ae eee 
— 
Cisapproviey ates 
eee 
WOM 
misfortune testa 


essential 


non-essential x 
payment —— 


non-payment == 
adequate y! seek 


inadequate y ee: 
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admissible o.___ regular Re dinr: intentional HGS 
inadmissible 4p _.-_ irregular Seer unintentional ee 
advertence 2~2 refutable ae oe tse arave been eee 
inadvertence G—~xe irrefutable __.____ have not been —->~ 
pe 
animate a aaae rational -- eters hasibeen: es eae 
inanimate _y____ irrational -R Ei vies! has not been soe 
efficient ee reparable ..\~>~_ had been Paes 
inefficient lee irreparable ..~e_ had not been a 


SENTENCES 


EXERCISE 136. Practice these sentences until you can write 
them at the rate of 90 words per minute. 


We-fully believe that-the-action of-the committee was super- 


the members-of-our association. 
SERIE a Agee a a i rm 


Replying to-the criticism contained in-your letter (of the) 8th 


Danan nN pe Peg 
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inst., we-will state-that had you read-the subsequent issue of-our 
Sige a ee ee ef a af a rete 


journal you-would-have seen-the following correction: “In last 


the word ‘‘omniscient” instead of “omnipotent.” 


Py Ro SS cccecceccccnncaenee 


As-we-have-not-been-able to secure-a sufficient number-of- 


po Ap cee 


skilled workmen, we-shall suspend operations until further notice. 


His previous admissions preclude recovery by suit. 


Ba Ta aaa a cree Crcrweme as Set aia 


LESSON SIXTEEN 


52. Compound ptefixes. The prefix com, and its euphonic 
forms, com, col, co, cor and cog, are frequently preceded by the 
syllables ad, dis, e, in, mis, non, pre, re, self and un, forming such 
compound prefixes as ac-com, dis-com, re-cog, etc., which are ex- 
pressed according to the following rule: 

Rule 38. Detach the first letter of the initial syllable, and write 
it close to or through the stem outline to express the compound 
prefix. Do not modify the detached character, but write it as it 
appears in the alphabet. The prefix is written first. 

EXERCISE 137. Accom, accum—detached .a. 


Becomimodatee Se. c-- 2... -accomplishment) 287. = 
accompany ete Accumulate Se ee 
accomplish eee an, Plea accumulation __2—t__. 


EXERCISE 138. Discom-con, decom—detached d.. 


discomfort Sa disconsolate ae pe 
disconcert ge. (discontinue Bone Ae ie oe 
discontent Hx .. ~*decompose See ee 


EXERCISE 139. Econ, enco and encom—detached e. 


economy wees: aes Ee oe economica) —_ Reece eee 
SeOnOuNzZe, 9 | a2-e= Sree encomium Be Sane 
economist = __--- encompass ae 
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EXERCISE 140. Incom, incon, inco, incor and incog—detached 1. 


incontrovertible _____ puserane 


incombustible 


a eae 
incommensurate ___ So a 
AHCOMMOCCs) AP soe ee 
7 

incomparable OLE ee 
incompatible ene oe 
incompetent LE 

incompetency = - --27>==2---- 
inconceivable See 
incon gruity ee saa 
inconsistent SW oa Ee 
inconstant = Zo sae a3 

incontestable Be Ao nee 


EXERCISE 141. 


misconceive 


misconception 


EXERCISE 142. 


noncontagious 


hon compos men- 


tis 


inconvenient 
incoherence 
incohesion 
incogent 
incorporal 
incorrigible 
incorrupt 
incorruptible 
incorruption 
incognito 


incognizant 


as 


Miscom and miscon—detached m. 


Se Nera 


Ber noee Ruts 


misconstrue 


misconstruct 


Noncom and noncon—detached n. 


Sie iee f- __... nonconformist 


nonconformity 


ae ety 


EXERCISE 143. 


preconceit 
preconceive 
preconception 
preconcert 


EXERCISE 144. 


recommend 
recommit 
recompense 
recompensation 
reconcile 
reconcilable 
EXERCISE 145. 
self-care 
self-centered 
self-command 
self-complacent 


self-conceit 
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Precon—detached p. 


Sees precondition ~— ss s22. Be 
--S\===.._ preconquest oe 
3 ata S precontract reels 


eae aes precontrive = —____- sen 


Recom, recon, recol and recog—detached r. 


_\z--..... reconciliation ee cate 
Seer ee reconnoiter ee 
oS «ereconsider eaten cages 
Oa recollect = 8 |___. Soe hae 
ee Nee recognize Pana renee, / 
---».=&.... recognition Se Me 


Self or selfcom, selfcon—detached circle. 


2 eae self-confidence a ee 
ane LF. _. self-conscious seca 
U Grieg SE yh Pe self-defense PRR Vind sn Ra 
_.--°S===-%.. self-denial at = See 
Be Otnren fe ee cClt-ecerinined: pened 7a, ee 
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self-examination  ,- : pa Selish vs: a = eens eee 
self-esteem Bip No ydgg Wh selfishness See ratceat ie 
EXERCISE 146. _ Uncom and uncon—detached u. 
uncomfortable  _____ a unconcern Jou neg 
uncommitted ____- 7 rake unconditional -- = ae eee 
uncommon .____ Rese: Sere + -Ageseeeeee: 


uncompromising ____. i se unconventional a 


53. The prefixes co, pre, re, un and in combine with the ac, oc, 
ab, ob, ap and op, forming such compounds as co-op, inac, etc., which 
are expressed according to the following rule: 

Rule 39. The compound prefix is expressed by a detached, mod- 
ified form of the first letter of the initial prefix, which is written 
relative to the stem outline. 


EXERCISE 147. Coép—shortened, detached k. 


cooperate eet een COOPer ation! Bee ee 


EXERCISE 148. Jac, -oc, etc.—shortened, detached 7. 


inaccessible ---4>==<@__.. inobservant ere 

inaccurate 3 é 3 

, PO ae ee inappreciables | “segese 2.5 ee 

inaugurate PP “B 

inoculate _22<Z.... inopportune nace eae 
PP — 


EXERCISE 149. Preac, -oc, etc.—shaded, detached p. 
preaccusation oer preoccupy eS: 


preacquaint tes Pass i-.| -preoccupaney 22.2 =e 
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EXERCISE 150. Reac, -oc, etc.—shaded, detached r. 


TEOCCUD Mn in =eae oe reappoint. 9 = / 4 72208 oo, ae 
reobtain BREN ees reapportion pags Ss ee 


reappear aa ee reapproach =e ss ties aes 


Exercise 151. Unac, -oc, etc.—shortened, detached u. 


unacceptable eee a psorocd aaah Sa aos 
unacquired : 29) keen unobtainable  —____! Nat ie 
unaccountable ___ meggc unapproachable Bs PSa. 
muoccupied: 2 2. & ae BO unopposed Pi oe (toe orn 
Sars) 
unabrogated mmoperated. | | se uy SUNN. 


eye 


54. Other compounds are formed by joining the characters 
that represent the prefixes. 


EXERCISE 152. 


MOCISEETUIDIG, aus As... insufficient Ke Se meres fe 
indiscreet Be a irreconcilable Pe ee 
indisputable represent Bea tee he 


insubordination .... XQ ___. TEPLoducc, |e ae eee 


insufferable _____G@y2_._.. unprepared eas. ae 
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SENTENCES 


EXERCISE 153. Practice these sentences until you can write 
them at the rate of 90 words per minute. 


If-you desire to accumulate money, you must economize in- 


ents iia eT ies cnn ge 


every-possible way. 


ee ee aie fre rt ee 


At-the expiration of-the present year we-wish to discontinue our 


ee a 


subscription to-your magazine, The Economist. 
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His position is-not-only inconsistent, but incompatible with 


as —— (gs eae ae Bes gS oe ee eee 
He-is-not-only indiscreet, but inaccurate in-his statements. 
eS re ey ne B poe 9 TV Der on ee See Ee 
7D 


We-expect to reoccupy our-former quarters on-or-about Sep- 
tember 15th. 


LESSON SEVENTEEN 


55. Detached suffixes. This is, perhaps, the simplest lesson 
in this section of the text. The suffixes that follow are expressed 
by detaching the characters representing the important sounds of 
the syllables, and always writing them through the latter part of 
the stem outline. 

EXERCISE 154. Age—expressed by a. 


village ----—s---- disadvantage sera Ti 


advantage —K postage 


advantageous jes Pere message ie 


EXERCISE 155. Ary—expressed by a, shaded. 


aa tet dispensary Pa oo 


summary 


primary inn ye boundary 


missionary Pao pecuniary Lam ae ee 


EXERCISE 156. Hise—expressed by the fl. 


where else Be Bees something else ___.. cooeege 

anybody else ~ _.....> }----- anything else So NOE oe 

somebody else __._-.----y- everything else WEN ae ae 
uf <o=5) ything w-2---4 


132 


ROWE SHORTHAND 133 


EXERCISE 157. Graph, graphy and graphic—expressed by gr. 


stenography- = Ose. “phtnorraph-) ae 
graphic graphic 

paragraph pee Is) Cele geography= cere 
graphic 


EXERCISE 158. Graphical and graphically—expressed by gl. 


stenographical-ly ____oczzz¢.___ _lithographical 


biographical Ee oe. photographical 


awe 


EXERCISE 159. Gram—expressed by the g, lengthened. 


telegram teP_... ~—-program oF ee ae 
Tee 


ExeErcIsE 160. Hood—expressed by h. 
manhood— =~  ..... (a boyhood Se hae 


childhood _£..... girlhood ee 7 


EXERCISE 161. Jze—expressed by 7. 


fertilize pos ee paralyze. ee so ee, 


equalize ae 2 eee “specialize Bes any et 


EXERCISE 162. Ing or thing—expressed by a dot. 


seeing Fp PSOMEL MINS 


feeling 9,  sssae (ae ae anything ee eer lee 
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EXERCISE 163. Ings or things—expressed by the circle. 


lodgings caltesti deta fewithings. 7 "ei cee ees 

buildingsas a ys ee pops eee manythings ~— -.--- Zo------ 
EXERCISE 164. IJngton—expressed by a heavy dot. 

Wellington Mekee 504 Lexington eo Ors 


Covington Wilmington Hitt ae 


EXERCISE 165. Ingly—expressed by the loop, written hori- 
zontally. 


willingly Ree yo eee meaningly = eee 


chidingly p<2---- seemingly ee oe 


EXERCISE 166. Less, lessly and lessness—expressed by 1. 


fearless-lessly- _ - ---@2e7=----- thoughtless- eee 
lessness lessly-lessness Se 

heedless-lessly-  ----~==---. _careless-lessly-_--- -- bao 
lessness lessness 


EXERCISE 167. Nificant and nificent—expressed by n. 


significant eas panee ete DCRETICEIICe I ooenen 


magnificent = .---: ee *SISIIfICAN Ces aan keene 


*Suffixes may be extended by adding the letters that convey the required 
sounds. 
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EXERCISE 168. Ology and ological—expressed by o. 
physiology — ------ eee psychology eee Sees 


mythology ~~ . s:--=- ES eee psychological = ___-- oe 


EXERCISE 169. Guish, quish and guage—expressed by q. 


vanquish ee aS ne distinguish os of Pape, 
languish, ae fs relinquish Be eee ri: 


language 


EXERCISE 170. Sive, sively and siveness—expressed by s. 


offensive-ly-ness ---2--;---- expensive-ly-ness .- S— Tay: - 


Exercise 171. Ship, shipped and shipment—expressed by ish. 


bavasuipee a) oes ale ade courtship 


scholarship 


myOrsnapy | | Losses ie 


EXERCISE 172. Tive, tively and tiveness—expressed by the #. 


relatively == ----- Lae Comparative Be ei Teale 


afarmative AS prio, primitive-ness = --- “> ahs 


eclarativeu | == ene . attentive-ly-ness -... 44 -_____.. 
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EXERCISE 173. Tary, tory and trary—expressed by ¢r. 


aOUUNT RES eee, Imm ae a OR interrogatory ~---4g------- 
secretary 22 fe, (EXD an atOLy. eee ee 
dedicatory Saas: Gi eke eae contrary ee 


EXERCISE 174. Tude and tute—expressed by d. 


SOlICIC.C Rae es mare g. ora 


magnitude we) constitute =z oe 


56. The suffix ate. The majority of words ending with ate 
are verbs that are inflected by adding the syllables ed, ing, tion and 
tive. Unlike other suffixes, ate is seldom a separate syllable, but 
is generally pronounced in connection with the sound preceding it, 
therefore, ate is assigned a position above the stem outline, and is 
expressed according to the following rule: 

Rule 40. Write the character that represents the sound 7zm- 
mediately preceding the ate above and to the right of the stem out- 
line to express ate, ated, ating, ation and ative. 


EXERCISE 175. 


celebrate ated-ating-ation-ative -..-.27__- 
imitate ated-ating-ation-ative -.---4%-___.... 
concentrate ated-ating-ation-ative -..~—#__. 


. . e . 7 
palpitate ated-ating-ation-ative --- ee 
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stimulate ated-ating-ation-ative ---- ga... 
calculate ated-ating-ation-ative ._..Y@<7___.. 
speculate ated-ating-ation-ative eas Soe pees 
congregate ated-ating-ation-ative © ___.w?%____. 
aggregate ated-ating-ation-ative ____ eet cee 
elongate ated-ating-ation-ative _________ eae 
oe 
investigate ated-ating-ation-ative ____»=—%___. 
eCictate ated-ating-ation-ative ____ dbaee 
complicate  ated-ating-ation-ative ___. Fee 
dedicate ated-ating-ation-ative ____ ig esa. 
indicate ated-atin Poke ative 222 Sf ae 
reciprocate ated-ating-ation-ative .___~.3~_- 
contemplate ated-ating-ation-ative ____* yee 


EXERCISE 176. When ate is a distinct syllable, the a is written 
on position according to Rule 40. 


create ated-ating-ation-ative ___.~@______. 
liberate ated-ating-ation-ative ..____2_____. 


exaggerate ated-ating-ation-ative a 
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refrigerate ated-ating-ation-ative _.- oh ——— 

invigorate ated-ating-ation-ative _-.»—~,7--. 

remunerate ated-ating-ation-ative --..----.----- 
aa 


EXERCISE 177. The ate rule applies to those nouns ending in 
cation, which are derived from verbs that usually end in y, as 
notification, derived from notify. 


pacification SL. versification BR Fo 
specifications Aa ee) Seated tion Be LAG 5 
moO CAtION ss ene ees justification.-_ aeien area 
iN Ww a~ 
qualifications  .-@ eee notification, a2 ) oe 
Pee 
signification ---».2.—as-. amplification Nepean 
application ee ee ee multiplication? "V2.6 ease eee 
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SENTENCES 


EXERCISE 178. Practice these sentences until you can write 
them at the rate of 90 words per minute. 


Trusting-that-our transaction will-prove mutually profitable and 


are inappreciable. ‘This-is very apparent when-the relative cost- 


favors, and soliciting a continuance-of-your patronage, we-are- 


Very-truly-yours. Through-the inadvertence-of-our stenographer, 


TG -- =a ni UB LN ETS On 
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matter we-sent-you. His statement was-very significant and cal- 


that somebody else, besides the accused, is responsible for-the pre- 


eee OU ee 


LESSON EIGHTEEN 


57. Word sign derivatives. The derivatives of a word that is 
represented by a word-sign are formed by adding the necessary 
sounds to the primitive sign. 


Exexcise 179. 


arrange-ed ---------]---.. successful eagle pote 
arrangement aerorceee,  SUCCORION ween eae 
a 
‘ arranging eee ennana demas successive See cae ee 
a 
_ disarrange Peder .- particniar nee 
prearrange Sl“ particulars-ize “See 
: gatisfy-ied 3 =e ~—.... particularly —_- ay eos 
4 e wel practical, met 
——<‘(<‘(<CS OO ta tal practice = 
satisfactory = ~—+_____—S— practicable DP re 
] 
dissatisfied eta.  Plactecability __ Sete 
circumstances —_<---- impractical Be 
circumstantial _ . opportune-ity ae teeny 
} 
circumstantially ____ ay. opportunel Re L ty 
Y mang ppc y ea 
success ee inopportune tpece-- == 
succeed _...SS™*éwasp propriate 
Py isdesn pprop ome 
141 
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appropriated 
appropriating 
appropriation 
inappropriate 
equal 

equa Is-equalize 
equality 
unequal 
character 
characters-ize 
characteristic 
characterization 
caricature 
change-ed 
changes 
changeable 


changing 
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me ps 


exchange 
interchange 
charge-ed 
charges 
charging 
chargeable 
discharge 
judge-ed 
judging 
judgment 
judgeship 
prejudge 
judicial 
necessity 


necessities 
necessitate-ed- 
ing 


necessary 


pore wees 
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mecescaticsa f ts22a.4 S91 =. subjecting 
necessarily eee ee suipieciion 
unnecessarily © 2.22222 See subjective 
Opject-ed-ing .--..- Lark requisite 
objection-able = --__- 4 Kn tdele 4 | requisition 
subject non requisite 


2a yoo 


58. Pronominal and adverbial compounds. 


The following com- 


pound pronouns and adverbs are frequently misused by the stenog- 
rapher, and are given at this point so that you may become fa- 
miliar with their orthography, as well as their shorthand outlines. 


EXERCISE 180. 


BO DOM ae pale everywhere 
AMYMOW sawen Ses hereat 
anything Pee ee hereabout 
BOY WAV ys 0 9 | meme a ss, eiee hereafter 
AnWWREEE = isecss eee ee h ereby 
everlasting —— ------ 4? herefrom 
evermore -— ------ See herein 
everybody —------ wg! ----- hereinafter 
everything 9 les.) oN ete hereinbefore 
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hereinto 
hereto 
heretofore 
hereunto 
hereunder 
hereupon 
herewith 
meanwhile 
moreover 
nevertheless 
nobody 


nowhere 


somebody 
somehow 
sometime 


someway 
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somewhat 
somewhere 
thenceforth 
thereat 
thereabout 
thereafter 


thereby 


therefor 
therefore 


therefrom 
therein 


thereinafter 


thereinbefore 


thereinto 


thereot 


thereon 


thereout 


thereto 
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thereunto .. = ed 
thereupon Se en 
therewith a eee NY. 
therewithal Bete A 
withal RS ie 
withdraw Le. 
“nh ae 
within see 
without ee 
withstand pe rer ae 
whatever rene ees 
whatsoever 23 5 aaa 
whenever ——— 
whensoever — ade = 
whereabouts ace 
whereas E8955 ae 
whereat Be Bd ea ee 


whereby Bee 
wherever es =< sa eae 
yherefor 

i. oe 
whereifom ~~ -J2_ Pa Se 
Whereliiea) 0°) aaeee —) eee 
whereinsoever ____-_ > ee 
whereunto fi Lee 2 RE See 
WiercOls 0... .=aeee a 
wineveon =) sae ao $5 Be 
wheresoever  _____ Q nase 
whereto Bee 2 ele 
Whereupon 9 yee Case 
wherewith De 
wherewithal = ___ wt 
whichever 

Vey Oh Gar ae os 
whichsoever 

aa a oe 

whoever 
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EXERCISE 181. The shorthand key to this exercise appears on 
the following page. Practice it until you can write it at the rate 
of 100 words per minute. 


THE SEA OF LIFE. 


However smooth and calm-the sea-of life may seem to-you- 
now, when-you-once-are fairly upon-it you-will-find-it frequently” 
roughened by fierce storms, and-these storms will-master-you 
unless you-can bear-up against the wind or run before-it. Your 
studies have®-been but-the play-of business-life; soon-you-will- 
be among its realities. Your swords now-are in-their-scabbards; 
out-there they must”-be-drawn and prove their-metal. 

The man who has-no grit in-his disposition, no-pluck in-his 
heart, will-be-trampled to death!” in-the march and collisions-of 
business complications. No accident-of birth, plethoric bank- 
account, no education, no human friendship, can stand-the strain 
that! shall-be put upon-you. Clear-the difficulties that shall-rise, 
master the opposition that shall muster. Your-hand upon affairs 
must-be strong. There!°-must-be bones in-your body, or-you-will- 
be crushed into-the pulp-of-an overwhelming failure,!°8 
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59. Suggestions for phrasing. The lists of phrases in previous 
lessons have been given for a threefold purpose, (a) that the stu- 
dent would early form the habit of phrasing; (b) that by example 
he would Jearn the character of words that are phrased; (c) that 
he would learn to apply the general rules of the system in phrase- 
writing, as well as in forming abstract words. 

After this lesson you will be required to construct your own 
phrases, and as it is necessary for you to know what to phrase, it 
is the purpose of this lesson to instruct you in the selection of 
proper phrase elements. 

A shorthand phrase should be a grammatical phrase. However 
convenient and easy outlines may be to join, they should not be 
connected unless the words they represent constitute a grammati- 
cal phrase, or if joining them would impair their legibility. In 
this connection, you should remember that properly constructed 
phrases are more legible than abstract outlines, and, if you will 
heed the following suggestions, you will have no difficulty in writ- 
ing and reading phrases. 

EXERCISE 182. As a general rule, the pronominal subject is 
immediately followed by its verb or verbal modifier, and is, there- 
fore, an initial phrase element requiring the verb or adverb to be . 
joined to it, thus: 


he-is ones we-certainly-will-be _“--z-G 


they-say oe we-must-have meer 
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EXERCISE 183. An expression, other than an adverb, coming 
between the pronoun and its verb, is parenthetic, and though the 
expression may constitute a separate phrase, it should not be 
joined to the pronoun. 


we, Ol-course, will_ “>. _.-5_ ~ they, pethaps, X=. ee 
have 

Phe nodoubt. |/c_.2 =. /) we, therefore, =<. Nw re 

thinks a —S do-not @ 


EXERCISE 184. Defining, limiting or modifying words are joined, 
when practicable, to the words they modify, as: 


our-men PA ae direct-vote phos 


every-thought __ 5 gs very-much Lo 


Exercise 185. An auxiliary verb is usually joined to the 
principal word, consequently is an initial phrase element: 


shall-have aes may-take | ty Ai eG 

shall-be BS ye. mUst-bée; "eee 
Oy 

ought-not Py eee must-not-be —__.. 

eas => 


EXERCISE 186. Transitive verbs are initial phrase elements, and 
are usually joined to their objects, or the elements preceding their 
objects, as: 


has-it wT ecet see-this-man a 


makes-it OME dee take- this-case Lanter 
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EXERCISE 187. All the prepositions, except of, off, and up, are 
initial phrase elements, hence, a preposition is joined to its object, 
or the word:that immediately follows the preposition, as: 


‘OD=tiINnc alee in-this-matter Se 
Nw 


on-hand Go in-his-own-home oe 


in-hand ae in-his-own-time 


EXERCISE 188. As a rule, of, off and up follow immediately 
after the word whose relation they show to the object. They 
are, therefore, final phrase elements, and are joined to the preced- 
ing word, thus: 


think-of Pike ke now-off § °° 22.2253 

3 soa 
man-of ees go-up agen 
Keport-ot 7s 1) ewe. 2 oe sail-up Been Sn 


Exercise 189. As conjunctions and relative pronouns are in- 
troductory words, they naturally form inital phrase elements, as: 


louiedn® = which-he Bee ass 
oe con 

but-this : oa . Wito=will’ ms seen 

and-we WEL : £ who-was ___. f. 
aes 

and-that 2 a see that-he * ae. ; 

which-is ene: that-is-necessary ._ pa. 

which-may eee oan that-was is a, - 
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Exercise 190. A common adverb is usually joined to the fol- 
lowing word, as: 


when-will eee therécan ein, 
there-are : cae when-may pape Tere 
- there-is Kine where-is par eo 


To apply this instruction to matter you wish to outline, first 
read the matter, underscoring the phrases. Then outline and 
practice them, after which you may outline and practice the en- 
tire article. 

60. Conjunctive and prepositional phrases. here is a class 
of phrases consisting of three or more words, two of which are alike 
and connected by a preposition or conjunction, as by and by, day 
by day, etc. The connecting words are omitted in writing these 
phrases, and the omission shown by the relative positions of the 
_ two like words. 


Exercise 191. The following list should be memorized. 


day by day LER Over and BDOVE: Rees 
day after day Te SS more and more eo re. ie, 
dayinandday “4% time and time 

ee ow again OOO ae 
from day to day Lan ay oe from time to time pee ES oe 
forever and ever ve ee higher and higher ne oe 
over and over Rs ce | VA DY, oe eee 
pyerand over 3 better and better 7272 


REA eae ne 6 en ae pF 
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nearer and nearer 


again and again eM ieee ial. 
hour by hour EN 
place to place Seaetieae 
out and out SUES 
hand in hand Vasu 


laghavel Oneielmenevel 9 


year by year 


year to year 


year after year Ue DEL 


years and years 
a es 


a 
ear in and year 
se yok ae 


more or less 
sooner or later 


greater or less 


{i= 


party of the first 
ke Bio) 


party of the 
second part 


one or the other 


61. The contractions of such expressions as has not, can not, 
etc., are distinguished by placing an apostrophe above the outline. 


EXERCISE 192. 


has not ec ae 
hasn’t aaa 
was not Ne as 
wasn’t ae 


can not ees eee 

5 Zo. 
Canta Maes. | ee be eT ae 
does not ps cn eee ee 
doesn’t 


EXERCISE 193. 


Sunday 
Monday 
Tuesday 
Wednesday 
Thursday 
Friday 
Saturday 
January 
February 


March 
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DAYS AND MONTHS 


July 
August 
September 
October 
November 


December 
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EXERCISE 194. The key to this letter appears on the following 
page. Practice it until you can write it at the rate of 100 words 
per minute. 


Bufialo Box Factory, 
365 Babcock St., 
Buffalo, N. Y. 


Gentlemen: 

Your-communication (of the) 4th-inst. has-received our careful- 
attention, and-we®-are very-much interested in-the carton shown 
in illustration on page 8-of-your catalogue, which-is described as 
“box with partitions for glassware.” 

It strikes us that these-partitions will-be sufficient to guard 
against breakage and-enable us to-do-away with-the corrugated 
wrapper we-are’® now-using on-our bottles. 

We-have-sent-you by prepaid express one-of-our bottles, which 
holds seven liquid-ounces, commonly known-as-a! seven-ounce 
soda 

Kindly quote us-a price per thousand on these cartons of-a 
depth sufficient to hold these-bottles, allowing }”’ for!”®-the crown, 
or cap, the carton to hold six bottles. We-want-a price both 
on-the plain carton and with two color printed matter!®® on-the 
four sides. Please-make-your quotation f. 0. b. Baltimore, wiring 
us same at-our expense. 

Very-truly-yours,!7! 
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on ae 
ee: 3 ete ae Ao ee 
Qa Ah gee nrg tage Pate se are err 
° ss 
ae i rare 7 x . hh ee a esa ea aie 
ae ee i 
ae a Er oe pete 
ee SS NA 7p 
DB a a 
pe oH Mee ag NY. 
a ge oer es eS 
eg ae i ee ef 
weet so nee ey: 7 


EXERCISE FOR LEARNING THE USED SOUNDS OF 


Consonant 


B 
C 
D 


ky 


M 


N 


2H w 


Word pronounced 


Ca(b) 
Fa(c)e 
Ha(d) 


Li(f)e 
Lo(g) 
(H)ad 


(J)ug 


Ma(k)e 


Mai(1) 


Na(m)e 
Fa(n) 


Ma(p) 
(Q)ueer 
Hai(r) 


Ba(s)e 
Fa(t) 
Ha(v)e 


(W)as 
(Y)acht 


(Z)ephyr 


CONSONANTS 


Position of Lips, Tongue and Teeth 
Light explosion of lips on inner side. 


Hissing of breath through closed teeth. 


Light pressure of tip of tongue back of teeth on hard palate, 
and puff of breath. 


Upper teeth on outer edge of lower lip. Puff of breath. 


Tip of tongue against lower teeth, while middle of tongue 
touches highest point of hard palate in center. Light 
expulsion of breath with the consonant. 


(Jaw relaxed.) Tip of tongue against lower teeth, breath 
expelled slightly. 


‘(Jaw movement.) Lips slightly out from teeth. Tip of 
tongue on hard palate back of teeth with teeth together. 
Vigorous expulsion of breath with the consonant. 


Tip of tongue against lower teeth, while middle of tongue 
touches highest point of hard palate in center. 


Tip of tongue resting against lower teeth, while saying the 
vowel. Finish by raising tip of tongue to hard palate 
back of upper teeth; no emission of sound before down- 
ward movement of tongue. 


Lips together on center edge. Vowel followed by puff of 
breath. 


Tip of tongue somewhat further back than in L. Motion 
the same. 


Lips closing on outer edge, opening with puff of breath. 
Combination of K & U spoken simultaneously. 


Slight roll of tip of tongue if at end of word. At beginning 
of word, lips out as in W, followed by quick roll of the 
tongue. 


Same as C. 
Tip of tongue a little back of teeth. Puff of breath. 


Upper teeth on center edge of lower lips. Breath slightly 
pressed at teeth until consonant is spoken. 


Combination of D, B, L and U spoken quickly. B & D 
almost together. 


¢ ? 


Lips pursed out as in “u,” and releasing them as they go 
into the vowel. Combination of oo-i. 


Like C, but coming with sound more buzzing through teeth. 
Less of the hiss. 
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absence 
absent 
acceptance 
access 
accessible 
accidental 
accumulate 
accusation 
accustomed 


acquaint . 


acquaintance 


acquiesce 
acquisition 
acquit 
actually 
adage 


adequate 


Se 


2g ae 


3 june 


oe en 
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VOCABULARY 


ee adjourn. 


administration -- Pa 


admissible 


advance 


advertise 


advertisement _£—~o.__ 


advice 
advisability 


advisedly 


_ affidavit 


affiliate 
aggressive 
agitate 
agriculture 
all right 
already 


alter 


alteration 
alternative 
ambiguity 


ambiguous 


_ ambition 


ambitious 
amenable 


analogous 


_ analysis 


analyze 


anecdote 


1Sy 


anniversary ¢—5__ 


announce 


ae 
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anticipation are ee 
— Eoat architect  j~A<--. audacious oe mee. 


anxiety 

anxious — ee 
apparel ee 
apparent eee oe 
appeal Peesssces 
appearance __~-~~e__- 
appertain, _">>s-___. 
applicant ee en oe 
appraisal tee th 
appraise Seen.) = 
apprehend vas: + 
approach eS 
approval nee 
approve we 
appLoximateep. cee ee 
appurtenance Se sana 
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arbitrary 


arduous : Se Seas 
area Giese 
arrears <a 
articles LG ad ite 
assiduous Rane 
assignee ae 
assumption ______ 
ASSUTANCe a Whee 

C3 
assure Mare 

(es 
athlete Rese. 
athletics A<G. 
attach A ae 
attempt tS eee 
attitude, | "(ee 
attorney 


Paes 


_ author 


_ avail 


audacity 


audit, ye 
auditor : p ean 
auspices cae 


oe sae 


- authorize = ae 


automatic 


available 


avenue 


average 


averse | Game 
aversion —- 
avoid ea 
avoidance (> 
avoidable ee 
avow © | Pee 
avowal —— 
awkward Gf -- a 
baggage | ae 
balance LOE 


bankruptcy £ZC) = 


banquet ies : 


bargain We ae 
barrel ee. 
basis homed 
basket Sa 
Beauty S2%e 
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beautiful 
become 
beginner 
beginning 
behavior ¢ 
benefit 
beneficiary 
beneficial 


benefited 


benevolent 
benevolence 


bicycle 
blamable 
bonus 
bookkeeper 
borrow 
bounteous 


breadth 


Te zt brevity 
a : 
yyppenet brilliant 
Or Se at broken 
ee building 
ete bulletin 
Cen RUS 
OE Re hes calculation 
Caos calendar 
Ady. =» cancel 
ee ee caiceled 
pean tn candid 
usas5---- candidate 
ree ees canvass 
ie capacious 
Wade ae capacity 


No 


Gre ee capital 


pea 


__, cancelation _.9=—{_ 


fe anes 
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careful 
cargo 
cargoes 
carriage 


casual 


casually 
casualty 


cashier 
catalog 
caustic 
caution 
cautious 
censure 
central 
certain 
certificate 
certify 


chagrin 


| 


! 
1 
1 { 
1 
i} 
' 


SS ee 
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challenge 
charity 
charitable 
chattel 
cipher 
citizen 
civil 
civility 
classify 
clause 
clerical 
clergy 
clergyman 
clique 
clothes 
coadjutor 


coerce 


coercion 
coincide 
coincidence 
collateral 
colleague 
collectible 
collection 
collector 
college 
colossal 
column 


combining 


commendable ----- 


commensurate .-@---- 


comment 


commission 


committee 


SSF ae ae 


commodities 


communication 


community 
companion 
company 
comparable 
comparative 


comparison 


compensation 


competent 
competition 
competitor 
complete 
completion 
compliance 
complicate 


complied 


_ condition 
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compliment) =s<-u= 2s 
compulsion = --- 
Conipmt ation a= sssese== 
ma 
concede See 
_ conceit era ee 
conceive ee 
conceivable .+.———~; 
concentrate Jon 7 322 
_ concession o—--- 
conciliate ee 
_ conclusion + cate E 
GONGIUSiy Cann een eee 
ae 
condemn | Ze ay 
condense Zot a 
condescend < 


condescension Se ze 


conducive - sr = 
conductor ¥ seas 
confer SNe 
conference .___- 
confession 

aaa a 35 
confidence _ 2. 
contidentialy Gee 
confirm Pee 
congress IO. 


congressional 4G a3 


congruous 
oO 
COnjectire | eee 
conscience 7 t pie Vad 
conscious 
G 
conscientious ha 
consecutive (1A, 
consequence 
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consignee eee 


consignor 


consistent 


Uae ornae 


consistency J... 7 


conspicuous oe —_ 


conspiracy 


contention Eaay cape 


contents 


contingent yi. 
continue so See 


continuance +__.._.___- 


continuous vy ____ a 
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contradictory we see ee 
contribute  +5----- 
controversy toe 
convenience _ => 
convenient  “—~> 
conversation o— ve 
convertible W—->,_ 
convey spaniore 
conveyance “>. 
convince eee 
convincing  ~-—. 
credentials 

oe 
creditable eee 
creditor y Oe igs 
criterion wap See 
critical aie 
criticize Sy Rae 2 


criticism ee 
culminate 2s 
ie 
cultivate |. aan 
Sa 
cultured | eae i 
24 
cultivation) "aes 
CULIOUS. 
Sawn 
curien? ae 
—— 
CUISOLY, seeeaeee 
Se 
custody as 
CUSEONT 5) 5) eee 
SOEs 
CUSLOINAT Ye ee 
oe 
CUStOMEH — eee 
Nelo is. 
CULTING Sy. 
beg 
daily EME. 
damaged ait. 
data Z ase 
dealer Laan 


Bs: _ZZ 
debi vA 
Becrate ia 
deficit pe 


delicate Votes 
Aclicacy Ping® 
ie onstrate VA ae 
democratic -—~z_~- 


deprecate Pe acs 
depredation AZ 


depth age. > 


deputize “y, es 
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deputy 
derelict 
dereliction 
deceitful 
deceive 
decency 
decent 
deception 
deciding 
decision 
decisive 
defective 
defense 
defendant 
deference 
deferred 


defiance 


PrePPPeee ee Dp pig 


deficiency 
deficient 
degree 
deliberate 
delicious 
delightful 
delinquent 
demise 
demoralize 
demur 
demurrage 
denial | 
departure 
dependent 
depository 
deprived 


depreciate 
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se oo 
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depressed 
depression 
deride 
derision 
derive 
derivation 
descend 
descension 
describe 
describing 


description 


descriptive - 


deserve 
design 
desirable 
desiring 


desirous 
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desist 


despite 


deter 
deteriorate 
develop 
device 
designate 


despair 


Ve: 
me 


SNe se 


Pan 


difficult 


difficulty 


dilapidated 
dilatory 
dilemma 
diligence 
diligent 
diminish 


director 


despicable — disallow 


despise 


- destined 


- dialogue 


dictate 


difference 


different 


2. --- disappearance 


Ce 


disastrous 
disburse 
discreet 
discrepancy 


discretion 


discussion ________. 
disguise ts eee 
disparage in = ee 
dispense ae 
disreputable en, __ 
dissension o——f- 
dissimilar go 
dissolution 
dissolve pe 
dissuade ex ae 
distinct wiper 
distinctly ip 
distinction 
distribute Artes 
disturbance 
divide 

Soy 
dividend 
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divisible aa 
division - oe cs 
doctor By i ae 
document _ a 
fia 
doctrmey 
ae 
doubtful a= 
vA 
dubious floes, ie 
duly x % ae 
a 
aurable, 3. 
Ve 
AUTATI OU Na ae ee 
duty : y aioe 
earliest EES 
early a ee 
earn Panes 
earnest ==5 
editor aN sie 


education _ A. ae 


effectually y..---- 


efficacy mere 
efficiency ee # 
either enc : 
eligible oe 
emanate Pima” 
emergency 5 z 
emphasis- apm 
emphasize 
emphatic Shee Jie 
encourage — — 
endorse a eee 
energetic Shoe 
energy Cie 
England ee 
enough --------- 


enthusiastic = 


entitled g------ 
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exasperate 
exception 
exclusive 
excuse 
excusable 
executor 
exemplar 
exemplary 
exempt 
exercise 
exertion 


exhaust 
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———E = 


exorbitant 
expansion 
expedient 
expenditure 
expense 
expensive 
experience 
experiment 
expiration 
explanatory 
explicit 


exposure 


| a>... exhaustion se eae, exquisite 


CRUIMCEALC eee (E22 
enumeration _______ Wao 
erasure : iss Seeeiee eS 
errand YY eee ee 
error =e. pene ee 
EIMONMCOUS) .o\ ee aes 
especial Sa ies 
essence ee 20 
essential  __@~—__-x<_ 
establish © Seen 
estimate seme tom 
etc: Ge tate 
evade 

evasion ? Byer : 
eventually 9 —“\<--7= 
evidence 9 ===>. 
evident UB Ae 


exhibit 


exhibition 


existence 


ey ai 


extempore 


extemporaneous 


extension 


extensive 


extenuating 


extravagant 
extremely 
facilitate 
facilities 
facsimile 
Ector 
factories 
faculty 
failure 
familiar 
familiarize 
famous 
fashion 
fashionable 


fault 
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NWAL_ favor hee forbidden 
BO e es favorable _"X7_-~._ foreign 
Sas favoritism ae forfeiture 
Se _. feasible Nese eet forgery 
ET ee ieagtite ee Fe forgetting 
aa felicity om —®.__ forgotten 
“2 —_ fictitious seo -e = formally 
iaen figurative y------- formerly 
oy aad? finally ~-k;--. formidable 
of) eae financial Sane es fortunate 
Beelee flexible De, franchise 
Cpt flour an fraudulent 
le fluctuate eee frequency 
Ay flustrate og frequently 
ace Bee Po following Cea frustrate 
we eee ee forbid ee fulfil 
ame forbearance —7.----- fundamental 


Zz 
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furniture 
future 
gallon 
garnishee 
gasoline 
generosity 
generation 
' 

generous 
genuine 
gratis 
gratitude 
gratuitous 
grievance 
guaranty 
guarantee 
guard 


guidance 
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habit wv? identical «= 2g 
ae a identity te 
harmonize 77... illiterate sy FA 
hastily <8 illustrate a 
hazardous ae sec. illustration ——__ “a 
headquarters = eae imaginary sf eee 
heavily = image Beha) 
hesitancy tee. imagine Sf SS 
hesitate 2.7... imagination --£- a 
hinder ae imitate ae 
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